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Introduction 

.T he .^ teraeenc y Gaining Catalog of Courses contains a variety 
on„r aininff Pr ° gr fT S ° ffered by various Federal Agencies. These 
employees" 6 t0 Federa1 ’ State a " d ,0Cal S° veril ™"t 

. ™ is iS i ” tended Primarily for clientele in the Wash- 

srt n, .C. area. Courses are separated into two groups: open 
m eragency twining and limited interagency training. Open 
courses are those having no restriction on attendance other than 
prerequisite qualifications. Limited courses are designed primarily 
for an agency’s own employees but are available to other agencies 
on a space-available basis. 

th /! e months a su PPlement to the catalog is published 
called the Interagency Training Courses Calendar. These supple- 
ments provide lists of courses available for interagency use to be 
offered during the quarter. They also include descriptions of 
courses which have been developed subsequent to the issuance of 
the catalog and provide dates, costs, locations and telephone con- 
tacts for these new courses as well as for courses described 
previously m this catalog. 

A new feature of this catalog is an alphabetical listing of the 
various courses which can be used for upward mobility programs 
or lower level employees. Most of the courses listed are skills 
oriented ; however, some of the entries are designed for counselors 
and supervisors who work closely with employees in the lower 
grade levels The Upward Mobility index starts on page 300. 

State and local governments are encouraged to participate in 
the various programs now available to them under the Inter- 
governmental Personnel Act of 1970. A number of courses will 
be especially valuable for employees of these governments in 
meeting the training needs of their agencies. 

The Bureau of Training prepares and distributes a variety 
of training resource publications. Agencies are encouraged to 
contact their appropriate training office for these documents, 
hiach of the U.S. Civil Service Commission’s ten regional training 
offices and the Central Office, Bureau of Training, Washington, 
D.L,. publish course announcements, calendars, and catalogs. Cen- 
tral and Regional Office addresses, telephone numbers and areas 
of jurisdiction are listed in the appendix on page 273. 
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Guide For Users 

For course dates, prices, locations and contacts refer to 
appropriate interagency training courses calendar published 
every three months by the Bureau of Training, U.S. Civil 
Service Commission. 

The format of this catalog is designed to assist users in locating 
courses quickly and easily. 

The Table of Contents lists open Interagency Courses under 
seven (7) major categories : 

• Automatic Data Processing 

• Communications and Office Skills 

• General Management 

• Labor Relations 

• Management Sciences 

• Personnel Management 

• Other Specialized Courses 

Each of these 7 categories contains subheadings and a list of 
all courses. 

The Limited Interagency Training courses are listed by 
agency. 

To facilitate locating individual courses easily they are alpha- 
betically listed in the Index. In addition they are cross-referenced 
'when they are related to more than one subject. An example is 
Executive Seminar in ADP, listed also as ADP, Executive 
Seminar in. 

An additional aid in locating sections of the Catalog quickly is 
provided on the reverse cover. This refers the reader to marked 
sections of this publication. 

How To Make Nominations 

Open Interagency Courses 

U.S. Civil Service Commission 

CSC nomination forms (Optional Form 37) should be sub- 
mitted in quadruplicate by authorized Federal agency repre- 
sentative to the appropriate training center. 

State and local government agencies, and international 
organizations should submit a letter from an authorized 
official including the following information: 
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(1) Title and date of coarse, 

(2) Name, address, position title, and brief description 
of duties, and 

(3) Office address to which the bill should be forwarded. 
Other Agencies 

Specific nomination procedures for all courses presented by 
agencies other than the U.S. Civil Service Commission are 
listed in the course description under the sub-heading How 
To Make Nominations. 

Limited Interagency Courses 

Specific nomination procedures are listed for each agency. 



Sources 



A 

ADP Management Training 
Center 

Bureau of Training 
U.S. Civil Service Commission 
1900 E Street N.W. 
Washington, D.C. 20415 
Phone (202) 632-5650 

B 

Communications & Office Skills 
Training Center 
Bureau of Training 
U.S. Civil Service Commission 
1900 E Street N.W. 
Washington, D.C. 20415 
Phone (202) 632-6353 

C 

General Management Training 
Center 

Bureau of Training 
U.S. Civil Service Commission 
1900 E Street N.W. 
Washington, D.C. 20415 
Phone (202) 632-5562 



D 

Labor Relations Training Center 
Bureau of Training 
U.S. Civil Service Commission 
1900 E Street N.W. 

Washington, D.C. 20415 
Phone (202) 632-4410 

E 

Management Sciences Training 
Center 

Bureau of Training 
U.S. Civil Service Commission 
1900 E Street N.W. 
Washington, D.C. 20415 
Phone (202) 632-5600 

F 

Personnel Management Training 
Center 

Bureau of Training 
U.S. Civil Service Commission 
1900 E Street N.W. 
Washington, D.C. 20416 
Phone (202) 632-5636 
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ADR User Education 

Introductory Courses 



EXECUTIVE SEMINAR/WORKSHOP SERIES 
IN ADP 

Civil Service Commission 

The Executive Scminnr/Workshop Series in ADP consists of 
three modules, each described below* The entire series will be 
offered twice n year at the Civil Service Commission, 1900 E 
Street, NW. 



EXECUTIVE SEMINAR IN ADP 
Civil Service Commission 
A 2*dny seminar (the first of 3 modules). 

Description 

The seminar is designed for executives who have broad responsi- 
bility for functions which are or soon may be automated. It will 
provide an opportunity to obtain information, develop ideas, and 
exchange views on effective uses of automatic data processing. 
Topics presented and discussed will focus on matters of concern 
to top management. Content of the seminar will include: capabili- 
ties of electronic data processing equipment; feasibility studies; 
inplementing the decision to automate ; effects of electronic data 
processing systems on organizational structure and various levels 
of management; present ADP applications and their results in 
terms of efficiency, effectiveness, and economy; the impact of 
ADP on the workforce; and the future of ADP in government 
management. This seminar not only provides the basic computer 
concepts necessary for the rest of this series, but it can also serve 
as an appropriate background course for other, more specialized 
programs offered by The ADP Management Training Center. 



EXECUTIVE WORKSHOP IN ADP SYSTEMS 
ANALYSIS 

Civil Service Commission 
A 3*day seminar (the second of 3 modules). 

Description 

This course is specifically designed for government executives 
seeking a fuller understanding of the basic concepts and tech- 
niques of ADP systems analysis. The workshop is a highly con- 
densed, fast-moving course. Participants will learn, by working 
in small workshop teams and through class discussion, how an 
ADP systems analyst proceeds from the first step of problem 
definition to the documentation of a new system. The course will 
deal primarily with one case study application. 



EXECUTIVE WORKSHOP IN ADP PROGRAMMING 
Civil Service Commission 

A 5-day seminar (the third of 3 modules). 

Description 

This course is specifically designed for government executives 
who want and need to have a fuller understanding of the basic 
concepts and techniques of digital computer programming. The 
teaching effort will be directed toward the “doing,” by each in- 
dividual participant, of computer programming. The workshop is a 
highly condensed, fast-moving course with most of the available 
time devoted to technical details. The culmination of the week’s 
activities will be the writing of two computer programs, one 
in the BASIC language which will be tested and executed using 
time-shared remote computer terminals, the other in COBOL, to 
be compiled and run on batch processing equipment. 

Who May Attend 

Career executives, GS— 14 (or equivalent) and above, are eligible 
for nomination to any module of the Executive Seminar Work- 
shop Series in ADP. A person planning to attend the workshops 
will find it helpful to have a basic understanding of ADP such 
as that presented in the Executive Seminar in ADP or a similar 
program. 
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Hotv To Make Nominations 



Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



AN INTRODUCTION TO ADP 
Civil Service Commission 

A 5-day program lo be conducted quarterly at the Civil Service 
Commission, 1900 E Street NW. 

Description 

This program is designed to provide introductory knowledge 
about the uses and potential of automatic data processing sys- 
tems. The primary topics include: (a) Capabilities and com- 
ponents of computers; (6) ADP systems analysis and design; 
(c) computer programming concepts; ( d ) ADP conversion plan- 
ning and control; (e) on-site tour of a computer installation; 
(/) impact of computer time-sharing; ( g ) ADP applications; 
( h ) economic and social effects of increasing computer automa- 
tion; and (i) the future of ADP. The broad implications of 
automatic data processing will be stressed in conjunction with 
selected technical aspects of the computer. Lack of prior familar- 
ity with computer technology will not handicap participants. 

Who May Attend 

This program is open to all Federal, State and local government 
employees. 

How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



MANAGEMENT INTRODUCTION TO ADP 
Civil Service Commission 

A 3-day seminar scheduled approximately every 6 weeks at the 
Civil Service Commission, 1900 E Street NW. 



Description 

This seminar is designed to provide a management overview of 
the fundamentals of automatic data processing. It is also the 
recommended introductory course for participants planning to 
attend later ADP seminars (in personnel management, employee 
development, financial management, the law, supply management, 
medicine, and technical information systems). The following 
topics will be discussed: (o) ADP overview; (6) capabilities and 
components of computers; (c) introduction to ADP program- 
ming; ( d ) planning and preparing for a computer; (e) ADP 
systems analysis and design; (/) computer applications; (gr) 
economics of ADP; and (h) computer-related middle manage- 
ment considerations. Technical aspects of automatic data process- 
ing will be presented, but only on an introductory level. Lack of 
prior participant familiarity with computer technology is as- 
sumed. 

Who May Attend 

This program is open to all Federal, State and Local government 
employees, GS— 11 and above or equivalent. 

How To Make Nominations 

Nominations can be made at any time to source A. See page 
VI ‘j/ 01 ^ act y ° Ur draining Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost and 
location of training course. 

See nomination procedures on page v. 
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Applications Seminars 



ADP SYSTEMS ANALYSIS SEMINAR 
Civil Service Commission 

An 8-week program scheduled three times a year at the Civil 
Service Commission, 1900 F. St. NW. 

Description 

This seminar is designed for those functional area employees and 
managers who must communicate and work with computer tech- 
nicians (system analysts and programmers) in developing ADP 
systems. Interaction between participants and session leaders is 
encouraged. Among the subjects to be discussed are: (o) Prin- 
ciples of ADP : fundamentals of computer programming, com- 
ponents and capabilities of computers; ( b ) ADP systems analysis 
concepts: the systems development process, problem definition, 
feasibility studies, data analysis, equipment considerations, man- 
agement planning and control, systems implementation and opera- 
tion; (c) ADP systems and analysis techniques: flowcharting, 
decision logic tables, forms analysis and design, management- 
related uses of the computer, i.e. operations research. The stu- 
dents in this seminar will be expected to exert a considerable 
amount of individual effort, both during and between the sched- 
uled sessions. Although this is an introductory program in ADP 
Systems Analysis, participants will find it most helpful to have 
attended Management Introduction to ADP or An Introduction to 
ADP. 

Who May Attend 

Persons serving in management fields or programs at and above 
GS-9 (or equivalent) who are preparing for or are affected by 
ADP systems are eligible for nomination. This course is not 
intended for ADP trainees (see Fundamentals of ADP for Com- 
puter Specialist Trainees) or current computer programmers and 
analysts (see Systems Analysis for Computer Programmers, Sys- 
tems Workshop for Computer Specialists, Seminar in Advanced 
Computer Systems Technology, or Workshop Series in ADP Sys- 
tems Analysis Techniques) . , 

How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
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and/or Quarterly Calendar which proves course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



AUDITING SECURITY IN AN ADP FACILITY 

Interagency Auditor Training Center 

A 2-day course lo be given at the Woodmont Building, 6th door, 

8120 Woodmont Avenue, Washington, D.C. 20014. 

Description 

This course is designed for persons who have no prior experience 
in the area of ADP as well as those who do have such experience. 
It reduces the complex task of auditing or reviewing security in 
the ADP environment into five logical and workable categories for 
audit attention. The approach is common sense and nontechnical. 
The presentation is designed to actually develop an audit guide 
over the two-day session. 

Who May Attend 

This course is recommended for the auditor and audit manager 
of the GS 9/15 grade level who are responsible for auditing 
security in an ADP facility. 

How To Make Nominations 

Nomination— Registration for Training, Optional Form 37, 
should be submitted for each nominee to Registrar, Interagency 
Auditor Training Center, Woodmont Building, 6th Floor, 8120 
Woodmont Avenue, Washington, D.C. 20014, not later than two 
weeks prior to the beginning date of the course. 



AUDITING SYSTEMS SUPPORTED BY ADP 
EQUIPMENT I 

Interagency Auditor Training Center 

A 5-day course to be given at the Woodmont Building, 6th Floor, 
8120 Woodmont Avc., Washington, D.C. 20014. 
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Description 

This course is the first of a program of three integrated stra- 
tegically space 5-day courses on Auditing Systems Supported by 
ADP Equipment. The program is designed for the modern auditor 
who examines systems which contain or are supported by varying 
amounts of ADP equipment. The program emphasizes the need 
for obtaining the audit expertise to deal with the new systems 
management is employing to accomplish its mission. ADP is kept 
in its proper perspective, that is, it is a part of the system, but 
not the subject of the audit. Enrollees of this first course will 
obtain new tools made necessary by the presence of ADP equip- 
ment in systems, a sound basis for practical auditing experience 
in the new environment, and a foundation for further specialized 
training in data automation. Coverage includes: 

Introduction to System Analysis and Design 

ADP Equipment 

ADP Terminology 

Grid and Logic Chart Preparation 

Internal Controls and Audit Trails in an ADP Environment 
Survey Techniques and Approaches for Auditors 
Basic Auditing Approaches and Techniques 

Who May Attend 

Course is recommended for selected Government auditors of the 
GS-9/15 grade level or the equivalent. Enrollees should have a 
need for this specific course and should have the ability to master 
new subjects quickly. 

Hot® To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Woodmont Building, 6th Floor, 8120 Woodmont 
Ave., Washington, D.C. 20014 hot later than two weeks prior to 
the beginning of the course. 



AUDITING SYSTEMS SUPPORTED BY ADP 
EQUIPMENT II 

Interagency Auditor Training Center 

A 5-day course lo be given al the Woodmont Building, 6th Floor, 

8120 Woodmont Avc., Washington, D.C. 20014. 

Description 

This course is the second of three integrated strategically-spaced 
5-day courses on Auditing Systems Supported by ADP Equip- 
ment. This course contains computer programing, computer 
exercises, and computer-assisted and other audit techniques. 
Coverage includes: 

Elements of Computer Programming 
Computer Exercises 

Computer- Assisted and Other Audit Techniques 



Who May Attend 

Course is recommended for selected Government auditors who 
have a need for this training. It is recommended that enrollees 
be of the GS-9/15 grade level (or the equivalent) and that they 
have completed the course “Auditing Systems Supported by ADP 
Equipment I” or equivalent. 

How To Make Nominations 

i Nomination-Registration for Training, Optional Form 37, should 
| be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Woodmont Building, 6th Floor, 8120 Woodmont 
Avenue, Washington, D.C. 20014, not later than two weeks prior 
to the beginning date of the course. 



AUDITING SYSTEMS SUPPORTED BY ADP 
EQUIPMENT III (“Hands-On” Computer Exercises) 

Interagency Auditor Training Center 

A 5-day course to be given at the Woodmont Building, 6th Floor, 
8120 Woodmont Avc., Washington, D.C. 20014. 



Description 

This seminar is designed to provide auditors with experience and 
insight into computer software, systems management, and data 




analysis. “Hand-On” exercises are conducted in a “Real-Time” 
environment. Due to a scarcity of computers, enrollments will be 
limited. The coverage includes : 

Review of Survey and Audit Approaches of Courses I and II 
Additional Audit Approaches 

G*c Problem on * Survey and Audit in Relatively Complex ADP 
Environment 

Preparation and Evaluation of Survey Report 

Preparation and Evaluation of Audit Program and Expected Audit 
Findings 

Who May Attend 

Recommended for Accountants and Auditors who have completed 
“Auditing Systems Supported by ADP Equipment I and II” or 
equivalent instruction. It is recommended that enrollees be of the 
GS-9/15 grade level or equivalent. 

How To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Woodmont Building, 
6th Floor, 8120 Woodmont Ave., Washington, D.C. 20014. 




AUDITING TECHNIQUES FOR ADP SYSTEMS 
Civil Service Commission 

A 2 -week course offered once a quarter at the Civil Service 
Commission, 1900 E Street NW. 



Description 



This intensive, fast-moving course provides practical, funda- 
mental knowledge and training in ADP Auditing Techniques at a 
minimum cost of training manhours to the participating agencies. 
This is accomplished by: (a) limiting class size to 20 students to 
assure individualized instructor guidance in workshops and ex- 
ercises; (6) distributing a 10-hour home study assignment to 
students in advance of the program; and (c) providing additional 
subject-matter handouts and selected reading material during the 
course to supplement the program and to serve as post-course 
reference. The primary objective is to provide practice in the 
application of tools, techniques, and methods which are generally 
applicable to the audit of ADP Systems. The'following subjects 

will be among those developed .through the" use of lectures, dis- 

\ 
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cussions, individual and team workshops, and case problems : 
ADP equipment, flowcharting, and programming (COBOL) ; in- 
ternal controls and audit trails; and audit techniques and their 
application. 

Who May Attend 

Federal, State and local government auditors and internal review 
personnel at grade level GS-9 and above (or equivalent) with at 
least one year of auditing experience are eligible to attend. The 
course will also benefit ADP systemf, analysts, programmers and 
others with a need for a working knowledge of audit require- 
ments in the areas of audit trails and internal controls. 

How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



SEMINAR ON ADP AND THE LAW 
Civil Service Commission 

A 3-day seminar lo be conducted twice a year at the Civil Service 
Commission, 1900 E Street NW. 

Description 

This course will deal with some of the fundamental issues sur- 
rounding both the use of computers as tools for legal research and 
office administration, and the legal ramifications of computers. 
Among the topics to be discussed are: (o) legal information 
retrieval; (6) legal office administration computer applications 
(c) legal liability and automatic data processing; ( d ) legal pro- 
tection for computer programs; (e) computers and the invasion 
of privacy; and (/) contracting for ADP equipment and services. 

Who May Attend 

Career government attorneys with an interest in the combined 
topics of computers and the law are eligible for nomination. 
Some knowledge of ADP, such as that gained through prior at- 
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tendance at a session cf Management Introduction to ADP, is 
recommended. 

HoioTo Make Nominations 

Nominations can be made to source A. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



SEMINAR ON ADP AND MEDICINE 
Civil Service Commission 

A 3-day seminar to be conducted twice a year at the Civil Service 
Commission, 1900 E Street NW. 

Description 

The purpose of this seminar is to provide a forum for the pre- 
sentation and discussion of timely concepts, problems, and solu- 
tions in medicine and ADP. Additionally, it facilitates the ex- 
change of information among physicians, educators, research 
investigators, hospital administrators, and other members of the 
medical community, with emphasis on those areas in which com- 
puters and other aids to information processing can play a 
significant role. 

This seminar is specifically designed for employees who want 
and need a broader understanding of the concepts and techniques 
of ADP and its relationships to medicine. The seminar is intended 
for the professionals in administration, processing, education, 
research, clinical medicine and other related areas. In three days, 
with this general audience, the rigorous treatment of any specific 
subject area will not be attempted. 

Who May Attend 

Physicians and hospital administrators employed by agencies as 
well as other career government employees with an interest in 
these combined topics, are eligible for nomination. Some familiar- 
ity with ADP, such as that gained through prior attendance at a 
session of Management Introduction to ADP, is recommended. 



How To Make Nominations 

Nominations can be made to source A. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



SEMINAR ON ADP IN FINANCIAL MANAGEMENT 
Civil Service Commission 



A 3-day program to be held twice a year at the Civil Service 
Commission, 1900 E Street NW. 



Description 

This seminar is designed primarily to examine various systems 
approaches in applying ADP to specific financial activities. The 
following topics are among those discussed through the use of 
case histones, group discussions, and lectures: (a) growing im- 
pact of ADP on financial management; (6) computer equipment 
characteristics and capabilities; (c) current and projected use of 
computers m the financial management field; (d) problems of 
aystems integration, evaluation and control; and (e) feasibility 
studies and the selection of payoff areas. 



Who May Attend 

Accountants, budget officers, and others in the financial manage- 
ment field, GS-11 and above or equivalent are eligible for nomina- 
tion. Prior attendance at a Management Introduction to ADP 
course or equivalent knowledge is recommended. 



How To Make Nominations 

Nominations can be made to source A. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 



See nomination procedures on page v. 
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SEMINAR ON ADP IN PERSONNEL MANAGEMENT 
Civil Service Commission 

A 3-dny program offered twice a vear at the Civil Service 
Commission, 1900 E Street NW. 

Description 

This seminar is designed to orient the personnel manager to the 
ways in which ADP can support him and to acquaint him with 
some of the personnel problems related to computer systems. The 
following topics are among those discussed through the use of 
case histories, group discussions, and lectures : (a) growing im- 
pact of ADP on personnel management; (6) case studies in 
computerized personnel systems; (c) government-wide activities 
related to .entralized ADP systems and standards; (d) descrip- 
tion of ADP jobs and their requirements; and (c) management 
considerations in developing computerized personnel systems. 
This program will build upon the material presented in the 3-day 
Management Introduction to ADP course. 

Who HI ay Attend 

Those serving in the personnel field or closely associated with 
personnel administration, GS-11 and above or equivalent, are 
eligible for nomination. Prior attendance at a Management In- 
troduction to ADP course or corresponding knowledge is recom- 
mended. 

How To Make Nominations 

Nominations can be made to source A. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 
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SEMINAR ON ADP IN SUPPLY MANAGEMENT 
Civil Service Commission 

A 3-day program lo be held twice a year at the Civil Service 
Commission, 1900 E Street NW. 

Description 

This seminar is designed primarily to examine various systems 
approaches in applying ADP to specific supply activities. The 
following topics are among those discussed through the use of 
case histories, group discussions, and lectures : (a) growing im- 
pact of ADP on supply management; (6) computer equipment 
characteristics and capabilities; (c) current and projected use 
of computers in the supply management field ; (d) problems of 
systems integration, evaluation and control; and (e) feasibility 
studies and the selection of payoff areas. This program will build 
upon the material presented in the 3-day Management Introduc- 
tion to ADP course. 

Who May Attend 

Supply officers and others in allied fields, GS-11 and above or 
equivalent, are eligible for nomination. Prior attendance at a 
Management Introduction to ADP course or equivalent knowledge 
is recommended. 

How To Make Nominations 

Nominations can be made to source A. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



SOURCE DATA AUTOMATION 

General Services Administration 

A 5-day workshop scheduled lo meet agency demands. 

Description 

This workshop explores efficient information and data input 
devices, where they are needed, and how to evaluate their po- 
tential. Emphasis is on the importance and feasibility of captur- 
ing data in machine language at the first recording or at the 
earliest practical point in the system. 



Who May Attend 

This workshop is designed to provide guidance for management 
analysts, systems personnel, supervisors and others who are di- 
rectly involved in applying source data automation techniques. 

How To Make Nominations 

Nominations should be submitted through, agency employee de- 
velopment officers to the Workshop Director, National Archives 
and Records Services (NRP), General Services Administration, 
Washington, D.C. 20408, using Optional Form 37, Nomination 
for Interagency Training. 

Other Information 

Specific dates and locations will be announced. Agencies may 
obtain additional information by calling area code 202, 963-4154, 
or code 13, extension 34154. 



Information Processing 



COMPUTER/MICROFILM INTERFACES 
Civil Service Commission 

A 2-day survey course to be conducted quarterly at the Civil 
Service Commission, 1900 E Street NW. 

Description 

Whether a microfilm system or a computer system is better suited 
for information storage and retrieval is a question that has 
plagued the information industry for years. Which is more 
efficient? Which is less expensive? The "system” solution pre- 
sented in this seminar is to use computers and microfilm in 
combination. In this way, the advantages of one complement the 
advantages of the other. In addition to being able to use microfilm 
and computers together in a systems sense, a number of new 
devices now allow direct machine conversion from magnetic tape 
to microfilm and from microfilm to magnetic tape and other 
machine readable media. This computer/microfilm interface gives 
a new dimension to the concept of information systems. This 
seminar will provide a balanced view of work now being done 
using computer/microfilm interface and discuss the cost/benefits 
of such an approach. 
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Who May Attend 

Information specialists, computer specialists, systems analysts, 
librarians, and other Federal, State and local government em- 
ployees concerned with the possibility of using computers and 
microfilm together, at grade GS-7 and above (or equivalent) are 
eligible to attend this program. It is desirable for all participants 
to have a basic knowledge of operational information systems 
and of automatic data processing concepts. 

How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your -Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



COMPUTER TYPESETTING/PHOTOCOMPOSITION 

Civil Service Commission 



A 2-dny seminar to be conducted quarterly at the Civil Service 
Commission, 1900 E Street NW. 



Description 

The primary objective of this seminar is to provide a balanced 
overview of what is currently being done in the area of computer 
typesetting and photocomposition. Coverage will include presen- 
tations from GPO representatives on the Linotron and the Master 
Typography Program. 



Who May Attend 

The seminar is designed for publications officers, printing spe- 
cialists, information specialists, computer specialists, systems 
analysts, compositors, typesetters, editors and other Federal 
State, and local career government employees interested in com- 
puterized typesetting and photocomposition. 



How To Make Nominations 



Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, 
and location of training course. 

See nomination procedures on page v. 



EQUIPMENT FOR INFORMATION PROCESSING 
Civil Service Commission 



A 3-day seminar to be offered three times during each year at 
the Civil Service Commission, 1900 E Street NW. 

Description 

This seminar is designed to familiarize the participants with the 
use, performance, characteristics, and selection and evaluation of 
some major classes and types of equipment utilized in the library 
and information environment for processing technical informa- 
tion. Emphasis will be placed on applications and performance 
of the equipment rather than on engineering specifications of 
internal mechanisms. 

Who May Attend 

The seminar is designed for information specialists, librarians, 
computer specialists, systems analysts, and other career Federal, 
State and local government employees who are responsible for 
the design or management of technical information systems or 
the acquisition of equipment for such purposes. 

How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact yo^r Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, 
and location of training course. 

See nomination procedures on page v. 



OFFICE INFORMATION RETRIEVAL 
General Services Administration 

A 5 -day workshop scheduled to meet agency demand. 

Description 

This workshop is designed to show how and under what circum- 
stances modern information methods and equipment may be 
applied to improve dissemination, storage, and retrieval of infor- 
mation in various areas of the office. Participants are introduced 
to the techniques and systems in use today and some of those 
being developed. They are shown how to conduct information 
retrieval surveys, how to design and coordinate index systems, 
and how to select the right system and equipment. 

Who May Attend 

This workshop is designed to broaden the understanding and 
skills of management analysts, systems personnel, supervisors 
and others who may be directly involved in designing and in- 
stalling an efficient information retrieval system. 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Workshop Director, National Archives 
and Records Service (NRP), General Services Administration, 
Washington, D.C. 20408, using Optional Form 37, Nomination 
for Interagency Training. 

Other Information 

Specific dates and locations will be announced. Agencies may 
obtain additional information by calling area code 202, 963-4154, 
or code 13, extension 34154. 



SEMINAR ON ADP IN TECHNICAL INFORMATION 
SYSTEMS 

Civil Service Commission 

A 3-day program to be conducted twice a year at the Civil 
Service Commission, 1900 E Street NW. 
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Description 

This seminar is designed to present an overview of the applica- 
tions of date processing techniques to various aspects of storage 
and retrieval of information, and to discuss the important criteria 
for the design, analysis and evaluation of an automated technical 
information system. Attendance at this seminar prepares the 
individual for participation in the other information processing 
courses offered by the Civil Service Commission. 

Who May Attend 

Information specialists, librarians, archivists, and other Federal, 
State and local government employees concerned with the storage 
and retrieval of technical data, GS-9 and above, or equivalent, 
are eligible for nomination. Prior attendance at a Management 
Introduction to ADP course or corresponding knowledge is recom- 
mended. 

How To Make Nominations 

Nominations can be made to source A. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



SEMINAR ON LIBRARY AUTOMATION 
Civil Service Commission 

A 3-day seminar to be conducted twice each year ct the Civil 
Service Commission, 1900 E Street NW, 

Description 

This seminar is designed to present an overview of the applica- 
tions of automatic data procession to the library field, to discuss 
the role of the librarian in the automation process, and to intro- 
duce the participants to the concepts and techniques of systems 
analysis and design, data base design and the criteria in evaluat- 
ing an automation system. Attendance at this seminar prepares 
the participants for admission to all other library courses offered 
by the Commission. 



Who May Attend 

Federal, State and local government library personnel who are 
interested in the impact and potential of automatic data process- 
ing on libraries. 

How To Make Nominations 

Nominations can be made to source A. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



WORKSHOP IN INDEXING AND ABSTRACTING 
FOR ADP INFORMATION SYSTEMS 

Civil Service Commission 

A 3-day workshop to be conducted <iu<irterly at the Civil Service 
Commission, 1900 E Street NW. 

Description 

This program is designed to acquaint participants with the 
processes of developing indicative and informative abstracts of 
technical documents and selecting appropriate index terms for 
information storage and retrieval of technical citations. Topics 
include: (a) introduction to information-handling systems; (6) 
ground rules for indexing and abstracting; (c) examples of 
thesaurus-building; ( d ) state-of-the-art in automatic indexing; 
(e) budget considerations; (/) controlled vs. free indexing; ( g ) 
links and roles; and ( li ) workshop sessions in both indexing and 
abstracting. 

Who May Attend 

Information specialists, librarians, scientists, engineers, computer 
specialists and other Federal, State and local government em- 
ployees with a requirement to learn indexing and abstracting 
fundamentals are eligible to attend. Persons nominated should be 
at or above grade level GS-7 or equivalent. 
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How To Make Nominations 

Nominations can be made at any time to source A, See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



WORKSHOP SERIES ON ADP IN LIBRARY 
OPERATIONS 

Civil Service Commission 

A series of four ADP application workshops to be conducted 
several limes each vear av the Civil Service Commission, 1900 
E Street NW. 

Description 

Designed for librarians as well as library technicians, this series 
of courses gives practical insight into the automation of each of 
the main operations performed by a government library. Through 
case studies, workshop sessions, and dL tussion periods, partici- 
pants will gain a meaningful understanding of the total automa- 
tion process. 

Who Way Attend 

Federal, State and local government employees who supervise or 
perform a specific function in the operation of a library or infor- 
mation center. Participants should have a basic knowledge of data 
processing concepts such as one would gain from an introductory 
course or work experience. 

How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 
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Scientific Conpoting 



INTRODUCTION TO ANALOG SIMULATION 
Civil Service Commission 

A 5-day hands-on program offered twice each year. 



Description 

This one-week lecture-workshop i s designed to present the basic 

2S2 f T * c r put l rs as wel1 as the advanced techniques 
required to solve problems by analog simulation. No prior knowl- 
edge of analog computers is required. 

Analog computers will be available for student use throughout 
he week. Each participant will receive a printed set of class 
notes to minimize the requirements for extensive note-taking 
Upon completion of this program, the participants should have 
the capability to handle sophisticated analog problems in their 
particular fields of endeavor. 



Who May Attend 

This course is directed to practicing engineers, mathematicians, 
scientists, and others in all levels of government who need to 
know how to use analog computers. Nominees must have a math 
background that includes differentia] equations. No prior knowl- 
edge of analog computers is required. 

How To Make Nominations 

Nominations can be made to source A. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



INTRODUCTION TO HYBRID COMPUTATION 
Civil Service Commission 
A 5 -day hands-on program offered annually. 



Description 

This course serves as an introduction to hybrid techniques em- 
ploying both the analog computer coupled with a digital computer 
and the analog computer containing parallel logic. Emphasis will 
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be placed on the development of theoretical background rather 
than on the details of software for a particular system. The 
course will include laboratory experience solving typical problems 
on hybrid systems. Completion of the course will provide capa- 
bility for the study of advanced problems on hybrid systems. 

Who May Allend 

This program is designed to aid those people who encounter prob- 
lems m science and engineering such as boundary value problems, 
partial differential equations, systems analysis, optimization, con- 
trol system design, etc., which are difficult to solve on an analog 

or digital computer alone and which could best be solved on a 
hybrid system. 

How To Make Nominations 

Nominations can be made to source A. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



INTRODUCTION TO STATE VARIABLES 
Civil Service Commission 

A 3-day program offered twice each year. 

Description 

The concept of State Variables involves the formulation of mathe- 
matical models of physical systems in terms of their most 
important physical variables. The type of mathematical model 
involved will depend on the nature of the physical system itself 
as well as the types of information sought. For example, linear 
continuous systems may be described by systems of linear ordi- 
nary differential equations and algebraic equations. The solution 
of these systems can be effected through methods of linear 
algebra and matrix theory. The advantage of the method is that 
it gives an insight as to the interaction and interdependence of 
various physical variables within large scale systems. The concept 
of state together with matrix theory provides a valuable combi- 
nation for the analysis and synthesis of large scale physical 
systems for which linear continuous models are considered 



adequate. It provides capability for the prior analysis of large 
systems and the transformation of the equations into convenient 
forms for solution on analog and digital computers. Specific 
techniques covered include formulation of the model in terms of 
its equations of state, decomposition of high-order equations into 
systems of first-order equations, handling of large systems of 
equations in matrix form, transforming equations into forms 
which eliminate derivatives of forcing functions and give con- 
tributions of individual eigenvalues to overall response. 

Who May Attend 

This course is directed to practicing engineers, mathematicians, 
scientists, and others in all levels of government who encounter 
large systems of mathematical equations and have use for tech- 
niques for ease of solution on electronic computers. 

Prerequisite: A degree in science, engineering, or mathematics or 
a familiarity with mathematics including calculus and differential 
equations. 

How To Make Nominations 

Nominations can be made to source A. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



MATHEMATICS FOR SCIENTIFIC COMPUTING 
Civil Service Commission 
A 5-day program offered twice a year. 



Description 

This program will teach mathematical techniques necessary to 
develop models of physical systems and the various methods of 
analysis available. Emphasis will be on the preparation of prob- 
lems for solution on analog and digital computers. 

Who May Attend 

Scientists, engineers, mathematicians, and others who need to 
learn mathematical concepts used in scientific computing. 
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Hole To Make Nominations 



Nominations can be made to source A. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



SCIENTIFIC COMPUTING WITH 
DIGITAL COMPUTERS 

Civil Service Commission 

A 5-day hands-on program offered twice each year. 

Description 

The objective of this 5-day program is to provide scientists, engi- 
neers, and mathematicians with the knowledge and techniques 
needed to use digital computers for solving mathematical prob- 
lems from science and engineering. 

The program will include an introduction to FORTRAN program- 
ming and numerical analysis as well as the development of 
numerical techniques for solving problems from science and engi- 
neering on digital computers. 

Who May Attend 

Scientists, engineers, mathematicians who need to learn to use 
digital computers to solve scientific problems. 



Ilotc To Make Nominations 

Nominations can be made to source A. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 
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Computer Operations and Technical Assistant 



CARD PUNCH OPERATOR 
Civil Service Commission 

A 4-week course to be held intermittently at the Civil Service 
Commission, 1900 E Street NW. 

Description 

This course is designed to teach the fundamentals of ADP data 
entry functions to lower-level employees so that they will be able 
to perform at the trainee level in all tasks normally accomplished 
by a card punch operator. The program assumes no prior knowl- 
edge of ADP and only a high school junior level of reading for 
the students. Heavy use is made of modern keypunch and card 
verification machines to give the students extensive “hands-on” 
experience enabling them to perform the data entry functions at 
acceptable speeds along with few errors. 

IT' ho May Attend 

Any entry-level computer programmers, operators, ADP-related 
job seekers, individuals who desire to enter the ADP environment 
or others, as selected by individual Federal, State or local govern- 
ment agencies, with a grade level of GS-5 and below (or equiva- 
lent) may attend this course. 



How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

COMPUTER OPERATOR 
Civil Service Commission 

A 8-week course to be held intermittently at the Civil Service 
Commission, 1900 E Street NW. 
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Description 

This introductory program is designed to teach computer operat- 

lnfe l f i U u ndamentalS to . ,owsr ' level employees, so that, equipped 
with this newly acquired skill, they can perform at the trainee 
level all tasks related to computer operations. The program as- 
sumes no prior knowledge of ADP but a reading level proficiency 
of a high school junior will be necessary. Extensive use is made 
of a third-generation computer system allowing in-depth "hands- 
on experience enabling the student to perform the detailed tasks 
of computer operations under the guidance of an experienced 
computer operator. 



Who May Attend 

Any entry-level computer programmers, operators, ADP-related 
job seekers, individuals who desire to enter the ADP environment 
or others, as selected by individual Federal, State or local govern- 
ment agencies, with a grade level of GS-5 and below (or equiva- 
lent) may attend this course. 



How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

COMPUTER (PROGRAMMER) TECHNICIAN 
Civil Service Commission 

^ 10-week course to be held several times each year at the Civil 
Service Commission, 1900 E Street NW. 

Description 

This comprehensive program is a total immersion program aimed 
at simulating a real computer environment. Extensive use is made 
of a dedicated third-generation computer system to allow as much 
"hands-on” experience as required and necessary to perform the 
job-related tasks of writing computer programs under the direc- 
tion of an experienced programmer. No prior knowledge of auto- 
matic data processing is assumed. This program is designed to 
teach the basic rudiments of computer programming to lower- 
level and underutilized employees. 
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Who May Attend 

Any entry-level computer programmers, operators, ADP-related 
job seekers, individuals who desire to enter the ADP environment 
or others, as selected by individual Federal, State or local govern- 
ment agencies, with a grade level or GS-5 and below (or equiva- 
lent) may attend this course. 

Ho To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



TECHNICAL ASSISTANT/DATA PROCESSING 
Civil Service Commission 

A 20-week course to be held at the Civil Service Commission, 

1900 E Street NW. 

Description 

This is an intensive course aimed at simulating a real computer 
environment. Dedicated use is made of a third-generation com- 
puter system permitting as much “hands-on” experience as is 
required to help the student perform the job related tasks of 
writing computer programs or operating a third-generation 
medium-scale computer with a multiprogramming disk operating 
system. No prior knowledge of ADP is required by nominees 
and only a high school junior level of reading is necessary. 
Successful completion of this course meets minimum training 
requirements for a GS-4 Technical Assistant/Data Processing. 

Who May Attend 

Any entry-level computer programmer, operator, ADP-related 
job seekers, individuals who desire to enter the ADP environment 
or others, as selected by the individual Federal, State or local 
government agencies, with a grade level of GS-5 and below (or 
equivalent) may attend this course. 
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How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



Computer Specialist 

Courses of General Interest 

DECISION LOGIC TABLE WORKSHOP 
Civil Service Commission 

A 3-day tutorial program conducted four times a year at the 
Civil Service Commission, 1900 E Street, NW, 



Description 

Although decision tables are useful in many different situations, 
the focus in this course will be upon their relevance to data 
processing systems. The workshop is designed to teach students 
the fundamental concepts of decision logic tables, and to develop 
competence in using these techniques for improving communica- 
tions and standardizing documentation. A basic proficiency in 
using decision tables will be developed by having students com- 
plete a series of increasingly difficult assignments utilizing 
limited, extended, and mixed entry tables. Students will be 
taught how to develop optimum tables and how to link tables 
together for documenting series of complex decisions. Students 
will learn how decision tables can be used effectively throughout 
the systems development process by operating managers and 
their staffs, and by systems analysts, programmers, and other 
computer specialists. Also covered in the workshop will be the 
conversion of decision tables to computer programs by coding and 
by using higher level languages. 



Who May Attend 

This program is open to individuals in both management and staff 
functions, who need a technique for documenting and com- 
municating their decision methods or systems designs. 

How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



SEMINAR IN ADP MANAGEMENT AND 
ADMINISTRATION 

Civil Service Commission 

A 3 -day seminar scheduled three times annually. 

Description 

This seminar is designed to bring together individuals having 
ADP management responsibilities in government agencies, for 
the purpose of gaining and exchanging knowledge and experiences 
pertinent to the solution of problems of data processing manage- 
ment and administration. The seminar includes a discussion of 
the responsibilities and techniques of the ADP manager. Sig- 
nificant, nonroutine problems and the possible solution which are 
part of the seminar include such topics as: 

• The ADP Manager . . . The Middle Man in Conflict 

• Project and Production Management 
$ Controlling Program Development 

• Personnel and Professionalism 

• Costing Computer Operations 

• Principles of Software Design 

• Computer Performance Evaluation 

• The Need for Standards 

• The Data Entry Bottleneck 



Who May Attend 

Administrators of ADP installations, data processing managers, 
supervisory systems analysts, programmer supervisors and com- 
puter operations managers. 

How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



SEMINAR IN ADVANCED COMPUTER SYSTEMS 
TECHNOLOGY 

Civil Service Commission 

A 1-week program to be conducted four limes each year. 

Description 

This seminar acquaints the computer specialists with state-of-the- 
art information on new and current hardware and software. The 
course updates the technical knowledge of computer specialists 
as professionals. Among the topics discussed are: 

• The Impact of Advanced Technology on Long Range 
Planning 

• Operating Systems 

• Data Base and File Organization Languages 

• Simulation and Modeling Techniques 

• Computer Graphics 

• Telecommunications 

• Multiprogramming and Multiprocessing 

• Minicomputers 

• The Need for Standards 

• Redesigning and Expanding Existing Systems 

• Higher Level Languages 

Who May Attend 

ADP systems analysts, computer programmers and other com- 
puter specialists are eligible to attend this course. 



How To Make Nominations 



Nominations can be made at any time to source A. See page 

. Ta , Tr, ! inin £ . for course announcement 

i A {° r ^ Calendar which provides course dates, cost, and 

location of training course. 

See nomination procedures on page v. 
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SEMINAR IN COMPUTER SYSTEMS EVALUATION 
AND SELECTION 



Civil Service Commission 

r* V? ^° U ^ C lo co,I ^ ncf cd three times annually at the 
Civil Service Commission, 1900 E Street NW. 



Description 



This course consists of lecture and discussion 
question of: 



sessions on the 



• Government Rules and Regulations 

• Simulation; Concept and Application 

• The Solicitation Document 

• Proposal Evaluation/Validation 

• Benchmarking 

• Managing the Selection and Evaluation Project 

• The Vendor’s View 



The program will view the selection/acquisition cycle in the 
context of current Federal policies and regulations. 



Who May Attend 

Individuals whose responsibilities include participation in the 
evaluation and selection of computer equipment or who require an 
understanding of the process are eligible to attend. A knowledge 
of data processing concepts is necessary for meaningful participa- 
tion in this seminar. 



How T o Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 
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Programming 



COBOL PROGRAMMING TECHNIQUES 
Civil Service Commission 

A 5-<lay course lo be conducted several times each year at the 
Civil Service Commission, 1900 E Si. NW. 



Description 

This 1-week workshop will consist of lecture sessions supported 
by workshop exercises designed to teach selected elements of 
ANS COBOL through their application. Access to a third gen- 
eration computer system will be available through remote batch 
input-output equipment located in the classroom. The workshop 
sessions will be scheduled to permit compilation, and testing 
during the class hours. 

The following topics are among those to be covered in this course : 

• Review of Elementary COBOL 

• Use of File Storage 

• Input-output Control 

• One Dimensional Lists 

• Sorting 

• Summary Reporting 

• Table handling 

• Directories 

• Segmentation 

• Testing Conditions 

• Logical Control 

• Perform 

• Programming requirements 
Who May Attend 

Persons with at least six months of COBOL Programming ex- 
perience. 

How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 
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FORTRAN PROGRAMMING TECHNIQUES 
Civil Service Commission 

A 1-week course lo be conducted twice a year at the Civil Service 
Commission, 1900 E Street, NW. 

Description 

The 5-day course will provide participants with a working knowl- 
edge of selected extensions of the Fortran programming lan- 
guage as well as efficient coding and optimization methods. In a 
combination of lecture and workshop, participants are exposed 
to less frequently used features of the language and their applica- 
tion. During the workshop sessions, the concepts and techniques 
presented will be reinforced through reading exercises and prob- 
lem programs. Remote computer terminals and remote batch 
i processing equipment are available for testing and debugging 
student programs. 

Who May Attend 

| Computer specialists and programmers; scientists, engineers, 
i mathematicians and statisticians who have some Fortran pro- 
gramming experience or who have attended CSC course Funda- 
; mentals of FORTRAN IV or its equivalent are eligible to attend. 

; How To Make Nominations 

i 

I Nominations can be made to source A. See page vi. Contact 

i your Training Office for course announcement and/or Quarterly 

l Calendar which provides course dates, cost, and location of train- 
| ing course. 

j See nomination procedures on page v. 

r 

i 

} FUNDAMENTALS OF ADP FOR COMPUTER 
SPECIALIST TRAINEES 

[ Civil Service Commission 

| An introductory 4-wcek course to be conducted three times each 
year at the Civil Service Commission, 1900 E Street NW. 

Description 

This program will expose students to almost all facets of data 
processing. The orientation to computer concepts will include a 



history of ADP: the logic behind the computer; the structure of 
computer components and the capabilities of the computer; and 
the various input/output devices and media. 

This accelerated course will include both systems analysis and 
programming assignments in workshop exercises. Students will 
make use of the various techniques of systems analysis and design 
when they generate data requirements, processing specifications 
and systems flow-charts. Two weeks will be devoted to COBOL; 
FORTRAN will be presented in the latter part of the course. In 
addition, the students will be made aware of other languages and 
application programs and will be given an introduction to operat- 
ing systems and decision logic tables. They will be given a lecture 
on time-sharing and will also make use of one phase of time- 
sharing: interactive problem programming. 

The students will be given a well-rounded education on computers 
and a complete ADP picture. Each participant who successfully 
completes this training program can reasonably be expected to 
write moderately difficult computer programs or work as a junior 
member of a systems team. On-the-job training under the guid- 
ance of an experienced computer specialist will be required after 
the formal class training in order to develop a competent com- 
puter specialist of the trainee. 

Who May Attend 

Individuals who will be expected to fill positions in the Computer 
Specialist series (encompassing Computer Programmer, and 
Computer Specialist positions) are eligible to attend. 

How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 
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FUNDAMENTALS OF ANS COBOL 
Civil Service Commission 

An 8-day tutorial program to be conducted several times each 
year at the Civil Service Commission, 1900 E Street NW. 



Description 

The eight-day workshop, Fundamentals of ANS COBOL, is de- 
signed to provide individuals who have a grasp of basic computer 
concepts with the ability to write COBOL programs of moderate 
conplexity. The program begins with three days of lecture fol- 
lowed by workshop sessions on the following days. The course is 
scheduled to permit time between sessions for study and prepara- 
tion and to allow for keypunching of workshop programs. Each 
student will write programs which are tested on the Commission’s 
third generation computer system. A card reader and pi inter are 
located in the classroom for program testing and debugging. 

Who May Attend 

Persons with a knowledge of data processing concepts, preferably 
with some prior programming training are eligible to attend. 



How To Make Nominations 

Nominations can be made at any time to source A. See page 

^/ CO n aC ^ y ? Ur ^ Training . 0ffice for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



Other Information 

A knowledge of COBOL is not required. Classes will be held 
Monday through Friday on the first week; and Monday, Wednes- 
day and Thursday of the second week. Class size is limited to 
twenty participants. 
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FUNDAMENTALS OF FORTRAN IV 
Civil Service Commission 

A 5-«lay course lo lie conducted several times each year at the 
Civil Service Commission, 1900 E Street, NV. 



Description 

Fundamentals of Fortran IV is a five-day course designed to 
provide participants with a working knowledge of the FORTRAN 
programming language. The course will be based on standard 
FORTRAN as adopted by the American National Standards 
Institute to insure generality and compatibility between the 
various versions of the language. 

Although the course will concentrate on the use of FORTRAN 
as a programming language for problem solution, it will also 
include fundamentals of ADP and an introduction to time-sharing. 
Students will learn to make use of a time-shared terminal in 
testing coding exercises on the computer as FORTRAN state- 
ments are presented and learned. In order to reinforce the lessons 
presented in the lectures, students will code programs and test 
programs through either the remote computer terminal or remote 
batch processing equipment during workshop sessions. 

Who May Attend 

Entry-level programmers, experienced programmers who want to 
learn a new programming language and individuals with pro- 
gramming aptitude in technical positions in which a knowledge 
of FORTRAN is helpful are eligible to attend. 

How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

Other Information 

Although knowledge of programming is not required for par- 
ticipants, some familiarization with computer concepts will be 
helpful. 
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INTRODUCTORY CONVERSATIONAL COMPUTING 

Civil Service Commission 

A S-day workshop l„ be conducted four times each year at the 
Civil Service Commission, 1900 E Street, NW. 

Description 

This course is designed to provide a working knowledge of an 
aspect of time-sharing — problem solving through interactive pro- 
giamming. Participants code at least two programs, one of which 
is a problem that is in their area of interest. These problems are 
analyzed and coded into computer programs which are tested on 
the computer through a terminal. Students work in small teams 
m the solution of a class problem and individually or in teams 
on the problems which they define and formulate. Ample op- 
portunity to use the remote computer terminal is given during 
the workshop session. An overview of ADP fundamentals and an 
introduction to time-sharing are among the other topics that will 
be covered in this course. No previous knowledge of time-sharing 
or programming is necessary for participation in the course; 
however, some familiarization with computer concepts such as 
that presented in ADP Orientation, Executive Seminar in ADP 
or Management Introduction to ADP will be helpful. 

Who May Attend 

This program is open to individuals who want to become familiar 
with the fundamentals of time-shared programming. 

How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 
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Systems Analysis and Design 



DATA ENTRY/COMPUTER INPUT SURVEY 
Civil Service Commission 

A 2*i lav course conducted 3 times a year at the Civil Service 
Commission, 1900 E Street NW. 



Description 

The course provides background information on data entry media 
and devices and their effects on the total system. Up-to-date un- 
biased information is presented in lectures and discussions. The 
course presents: 

• Historical Perspective of Data Entry 

• System Design Considerations 

• Current Data Entry Devices including Punch Card, Punch 
Paper Tape, Key to Tape, Key to Disk, Terminals, Optical 
Character Recognition 

• Advantages and Disadvantages of each Data Entry Device 

• Applications of the various devices 

• Latest Developments in Data Entry Devices. 

Who May Attend 

Computer systems analysts, programmers and specialists; and 
others expressing an interest in Data Entry are eligible for 
nomination. 

How T o Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

FORMS FOR AUTOMATION 
General Services Administration 

A 5-day workshop scheduled to meet agency demand. 



Description 

A comprehensive workshop to acquaint participants with require- 
ments, specifications, and practical techniques and applications 
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for developing economical and efficient forms for use in process- 
ing information in conjunction with ADP equipment. Special 
projects provide practical experience in applying the standards 
and techniques discussed. 

Who May Attend 

Applicants should have a good background in automation or have 
attended the Mechanizing Paperwork Systems Workshop. In ad- 
dition, they should either have attended the Forms Analysis and 
Design Workshop or have a good knowledge of basic forms man- 
agement principles and techniques. 

I Iotv To Make Nominations 

t 

Nominations should be submitted through agency employee de- 
velopment officers to the Workshop Director, National Archives 
and Records Service (NRP), General Services Administration, 
Washington, D.C. 20408 using Optional Form 37, Nomination for 
Interagency Training. 

Other information 

Specific dates and locations will be announced. Agencies may 
obtain additional information by calling area code 202, 963-4154, 
or code 13, extension 34154. 



SYSTEMS ANALYSIS FOR COMPUTER 
PROGRAMMERS 

Civil Service Commission 

A 5-ilay program conducted four times a year at the Civil 
Service Commission, 1900 E Street NW. 

Description 

This course is designed to prepare computer programmers for 
assignments in systems analysis. Knowledge of computer com- 
ponents and experience in programming will be presumed. The 
course will cover functions and techniques of systems analysis 
and design. The topics in the course include: 
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• Extent and tasks of systems analysis 

• Feasibility studies 

• Analysis of the present system 

• Determination of system requirements 

• Development of specifications for the new system 

• Designing input and output layouts 

• Developing test data for programs 

• Systems Testing 

• Conversion 

• Documentation 

Who May Attend 

Computer programmers and newly assigned systems analysts 
with programming experience are eligible to attend. 

How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



SYSTEMS WORKSHOP FOR COMPUTER 
SPECIALISTS 

Civil Service Commission 

A comprehensive 3-week, two-part training program to be con- 
ducted several times each year at the Civil Service Commission, 

1900 E Street NW. 

Description 

This 3-week training program is designed for computer pro- 
grammers and systems analyst trainees who need a firm founda- 
tion in the fundamentals of systems analysis and design. The 
comprehensive program is presented in two phases: 

Phase I — Basic Concepts, a one-week session that provides an 
introduction to the total systems development process. 

Phase II — Application Workshop, a two-week session utilizing a 
case study problem designed to develop competence in the basic 
skills and techniques of systems analysis and design. 
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Upon completion of the course, junior analysts can be expected to 
perform systems work with minimum guidance from experienced 
analysts. 

Who May Attend 

Computer specialists, newly assigned systems analysts, computer 
programmers and others who need a working knowledge of sys- 
tems analysis techniques are eligible for nomination. Prerequisites 
for the course are a knowledge of computer concepts and com- 
puter programming experience. 

How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

Other Information 

Qualified participants who have attended Systems Analysis for 
Computer Programmers or who have some systems experience 
may take Phase II only. 



\ WORKSIIOP/SEMINAR SERIES IN ADP SYSTEMS 
ANALYSIS TECHNIQUES 

' Civil Service Commission 

1 

; A series of 10 3-dny courses lo be conducted at the Civil Service 

i Commission, 1900 E Street NW. 

| Description 

[ This series is for computer specialists, computer programmers 

; systems analysts who would like to increase their understand- 

ing of and skills in specific techniques of systems analysis and de- 
sign. The series covers major subject areas through lectures, 
demonstrations and case study problems. Each course covers one 
topic and is designed to be taken independently so that partici- 
pants can choose the course for the skill in which he wants to be 
more proficient or the subject in which he wants greater under- 
standing. The subject areas are : 
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Statistical Approaches to 


VI 


Software Considerations 




Data Analysis 




in Systems Design 


II 


Computer File Structures 
and Data Base Design 


VII 


Telecommunications and 
The Computer 






VIII 


Techniques for Manage- 


III 


Understanding Operating 




ment and Control of 




Systems 




ADP Projects 


IV 


Flowcharting Techniques ; 


IX 


System Design Considera- 
tions in an On-line En- 




Documentation 




vironment 


V 


Efficient Computer 


X 


Data Gathering Tech- 




Utilization 




niques 


Who May Attend 







ADP Systems Analysts and other computer specialists with 
systems experience who need to increase their knowledge and 
skill in specific systems analysis techniques are eligible to attend. 
An understanding of basic systems techniques is a prerequisite. 



How To Make Nominations 

Nominations can be made at any time to source A. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 
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Communications and Office Skills 
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Communications 

Conference Leadership 

Correspondence Management 

Developing and Presenting Audit Findings 

Directives Systems Improvement 

Effective Briefing Techniques J 

Effective Letterwriting for Management 

Form and Guide Letters 

Forms Analysis and Design 

Forms Improvement 

Legal Writing Workshop 

Report Writing Workshop 

Speeding the Mail ’’ 

Successful Audit Report Writing I 

Technical Writing Workshop 

Workshop in Effective English 

Writing Effective Letters 

Writing Regulations and Procedures for Public Understanding 

Written Communication for Auditors 

Office Skills [ 

Better Office Skills and Service 

Better Office Skills and Service Instructors' Workshop ... 

Operation Update: A Practicum for the Executive Secretary 

Secretarial Techniques 

Shorthand Excellence 

Skills Development 

Basic Communications Skills 

Introductory Typing 

Files Improvement 

Office Methods and Behavior 

Reading for Office Efficiency 

Shorthand 960 
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Communications 



CONFERENCE LEADERSHIP 
Civil Service Commission 

A program of 5 full-day sessions to be given periodically at ihc 
Thomas Circle Training Center, 1121 Vermont Avenue, NW., 

Washington, D.C.* 

Description 

This workshop is designed for managers who either lead or par- 
ticipate in conferences and meetings. Kinds and purposes of 
conferences and meetings, leadership duties and responsibilities, 
and critical points in small group processes are topics covered in 
this course. Through video taping of presentations, participants 
are assisted in assessing communication effectiveness. 

Who May Attend 

Federal, state and local government employees, GS-9 and above 
(or equivalent) who plan, organize, and conduct conferences and 
meetings may be nominated for this workshop. 

How To Make Nominations 

Nominations can be made at any time to source B. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
locatipn of training course. 

See nomination procedures on page v. 



•Although the olTlces of the Communications and Office Skills Training Center are 
located at this address, all mall should be sent to: U.S. Civil Service Commission. 
Bureau of Training, Room 7412, Washington, D.C. 20415. 
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CORRESPONDENCE MANAGEMENT 
General Services Administration 
A 2-tlay workshop scheduled to meet agency demand. 

Description 

This workshop is designed to explain why a correspondence man- 
agement program is needed and how to develop it. It deals with 
the costs of written communications, how to reduce these costs, 
and how to provide the reader with letters that achieve clarity, 
brevity, power, and empathy. 

Who May Attend 

Individuals who are responsible for writing, signing, or reviewing 
correspondence as well as those who are responsible for corre- 
spondence operations. 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Workshop Director. National Archives 
and Records Service (NRP), General Services Administration, 
Washington, D.C. 20408, using Optional Form 37, Nomination for 
Interagency Training. 

Other Information 

Specific dates and locations will be announced. Agencies may 
obtain additional information by calling area code 202, 963-4154, 
or code 13, extension 34154. 



DEVELOPING AND PRESENTING AUDIT 
FINDINGS 

Interagency Auditor Training Center 

A 2-day course to be given at the Woodmont Building, 6th Floor, 

8120 Woodmont Avc., Washington, D.C. 20014. 

Description 

This is an intensive and advanced course in Report Writing, 
designed to promote excellence in the design, development, and 
composition of the audit report. The course is loaded with prac- 
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tical instructions concerning the preparation, development, and 
presentation of the audit report. Coverage includes: 

Excellence in Report Design— Development; Materiality; Structure; 
Charts, Graphs and similar representations 

Proper hamHing of Major Findings, Minor Findings and Repeat 
Findings 

Presentation of Management Comments anil Recommendations 
A wide variety of case studies and exercises 

Who May Attend 

T ] 1 ® co “ r a e jf recommended for experienced Government auditors 
of the GS-9/15 grade level (or equivalent) who have better than 
average competence in the writing of audit reports and who are 
desirous of further upgrading this competence. 

How To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
training Center, Woodmont Building, 6th Floor, 8120 Woodmont 
Ave., Washington, D.C. 20014 not later than 2 weeks prior to 
the beginning date of the course. For further information, call 

or IDSC^d^nTeSsT Audit ° r Training Center . (301) 495-6351 



DIRECTIVES SYSTEMS IMPROVEMENT 
General Services Administration 

A 2-day workshop scheduled to meet agency demand. 



Description 

This workshop is designed to improve the communication of 
policy, procedures, and instructions in the clearest, most effective 
manner. It concentrates on the areas of directives planning or- 
ganizing, writing illustrating, and editing. (Arrangements should 
be made for a 1-hour orientation for agency executives when this 
workshop is conducted on-site in individual agencies.) 



Who May Attend 

Management officials who originate directives or manage a direc- 
tive system are eligible. 
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How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Workshop Director, National Archives 
and Records Service (NRP), General Services Administration, 
Washington, D.C. 20408, using Optional Form 37, Nomination 
for Interagency Training. 

Other In formation 

Specific dates and locations will be announced. Agencies may 
obtain additional information by calling area code 202, 963-4154, 
or code 13, extension 34154. 



EFFECTIVE BRIEFING TECHNIQUES 
Civil Service Commission 

A 5-Hay course to be offered monthly at the Thomas Circle 
Training Center, 1121 Vermont Avenue, NW., Washington, 
D.C.* 




Description 

This course is designed for individuals who give oral reports. 
Through video tape presentations, each participant is encouraged 
to objectively appraise his own oral presentations. The course 
places emphasis on obtaining the desired audience reaction. Topics 
include how we communicate, how to avoid communication prob- 
lems, how to prepare and deliver briefings, how to analyze the 
audience, and how to prepare visual aids. 

Who May Attend 

Those employees, GS-12, and above (or equivalent), who brief 
higher level officials, colleagues, or subordinates may be nominated 
for this course. 

How To Make Nominations 

Nominations can be made at any time to source B. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



•Although the offices of the Communications and Office Skills Training Center are 
located at this address, all mail should be sent to: U.S. Civil Service Commission, 
Bureau of Training, Room 7412, Washington. D.C. 20415. 
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EFFECTIVE LETTERWIUT1NG FOR MANAGEMENT 
Civil Service Commission 

A program of six 14-day sessions lo be given at the Thomas 
ion DC*' 111 ™* Ccn,cr * 112 1 Vermont Avenue, NW., Washing- 



ucscnpiwn 

This workshop is designed to aid managers who either write or 
review letters by: (l) Explaining and illustrating effective prin- 
ciples for writing Government letters; (2) encouraging partici- 
pants to apply these principles under the guidance of experts- 
(3) giving participants techniques for editing and review. 

Who May Attend 

Career executives, GS-13 and above (or equivalent), may be 
nominated for this course. 

How To Make Nominations 

Nominations can be made at any time to source B. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



FORM AND GUIDE LETTERS 
General Services Administration 



Three K'-ilny sessions, scheduled to meet agency demand. 

Description 

This workshop is designed to improve productivity, reduce costs, 
and achieve simplicity and standardization in the preparation of 
repetitive correspondence. Demonstrations and simulated prob- 
lems highlight the development of a predesigned reply system 
Which includes both guide (pattern) letters and form letters. 



locaedTt 8 mi^ C »rfrf^ C . S 0f „ thC Communications and Omcc Skills Training Center are 
Bureau of Training. Room 7412. WMhlngtw. d!c. aMlS. 5 ' C,Vl1 Comm,8slon - 
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Who May Attend 

Individuals having responsibility for operations where letter 
writing represents a significant portion of the total workload. 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Workshop Director, National Archives 
and Records Service (NRP), General Services Administration, 
Washington, D.C. 20408, using Optional Form 37, Nomination 
for Interagency Training. 

Other In formation 

Specific dates and locations will be announced. Agencies may 
obtain additional information by calling area code 202, 963-4154 
or code 13, extension 34154. 



FORMS ANALYSIS AND DKSIGN 
General Services Administration 
A 10-day workshop scheduled to meet agency demand. 

Description 

This comprehensive workshop is designed for personnel who need 
a technical knowledge of forms analysis and design techniques. 
It shows how to establish and operate a forms management pro- 
gram and explains its relationship to other records management 
programs. It shows how to analyze and design forms as an efficient 
means of recording, collecting, transmitting, and processing in- 
formation. Also included is development of forms specifications, 
flow charting procedures and the application of the survey ap- 
proach to forms design. 

Who May Attend 

This workshop is designed for forms analysts and trainees, forms 
liaison representatives, forms managers and other personnel who 
need a technical knowledge of forms analysis and design tech- 
niques. 
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How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Workshop Director, National Archives 
and Records Service (NRP), General Services Administration, 
Washington, D.C. 20408, using Optional Form 37, Nomination for 
Interagency Training. 

Other Information 

Specific dates and locations will be announced. Agencies may 
obtain additional information by calling area code 202, 963-4154 
or code 13, extension 34154. 



FORMS IMPROVEMENT 
General Services Administration 

Two Vs day sessions scheduled to meet nffenry demand. 

Description 

This workshop covers the presentation and application of tech- 
niques to improve the paperwork flow by simplifying and im- 
proving the forms used. Effective principles for improving 
simplifying, combining, and elimination forms are discussed and 
utilized. During the course the participants redesign and simplify 
a heavy usage form. 



Who May Attend 

Supervisory, administrative, professional specialists, and tech- 
nicians are eligible. 



How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Workshop Director, National Archives 
and Records Service (NPR), General Services Administration, 
Washington, D.C. 20408, using Optional Form 37, Nomination 
for Interagency Training. 



Other Information 

Specific dates and locations will be announced. Agencies may 
obtain additional information by calling area code 202 963-4154 
or code 13, extension 34154. ’ 
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LEGAL WRITING WORKSHOP 
Civil Service Commission 



A 3-<lav course to bo conducted nt least once each quarter at the 
Thomas Circle Training Center, 1 121 Vermont Avenue, NW., 
Washington, D.C.* 



Description 

This course organizes and presents the principles and techniques 
for efficient and effective legal writing. It aims at helping the 
Government attorney develop a systematic approach to the 
efficient writing of effective opinions. These opinions may be 
contained in a letter, a brief, a legal memorandum, a formal 
argument, or a formal decision. The course is built around actual 
situations, which participants develop into opinions, working in- 
dividually and in small groups. Principles are discussed and 
illustrated for each step in the opinion-writing process from the 
initial fact-gathering to final editing. Participants are actively 
involved throughout, since the class approach calls for learning 
by doing. 

Who May Attend 

Participation will be open to government employees having a 
degree in law who write or edit legal opinions, memorandum, 
briefs and other legal or quasi-legal documents. 

How To Make Nominations 

Nominations can be made at any time to source B. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



•Although the ofllccs of the Communications and Office Skills Training Center are 
located at this address, all mall should be sent to: u.S. Civil Service Commission, 
Bureau of Training, Room 7412, Washington, D.C. 20415. 



REPORT WRITING WORKSHOP 
Civil Service Commission 



Meets Tuesday Thursdays for 4 Keeks. Fall., by sessions 

arc held on the first and last days of the conrsc; */,. day sessions 

“. rC l' C 'rL° n aM ° ,htr ‘ ,aVS ’ Thc co,,rsc wil1 be Riven periodically 

Ci " ,C Trai "' ,,R Cc,l,cr ’ 1121 Vermont Avenue, 
NW., Washington, D.C.* 



Description 

This workshop is designed to improve the quality of Government 
reports by helping writers to produce clear, logical, readable 
reports. After taking the workshop, participants should: (1) 

• aV 7" un ^ ers * an ding the principles of effective report writ- 

/Q g /u ) u kn ° W h ° W t0 apply these P rinc 'P ,es to their own reports; 
be able to edit and review reports in terms of these principles. 



Who May Allend 

Those employees, GS-7 through GS-12, (or equivalent), who 
write or review reports may be nominated for this course. 



How To Make Nominations 

Nominations can be made at any time to source B. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost and 
location of training course. f 

See nomination procedures on page v. 



SPEEDING THE MAIL 
General Services Administration 

Two {/•••day «cs.«ions scheduled to meet agency demand. 

Description 

This workshop deals with the handling of incoming correspond- 
e nce and the clearance of replies. Methods are discussed by which 
shorter in-shop time for correspondence requiring a reply can 
be achieved. How and where improvements can be made is de- 



Although the offices of the Communications and Oflfh 
located at this address, ail mail should be sent to: U 
Bureau of Training, Room 7412 , Washington, D.C. 20415 .* 



Skills Training Center are 
Civil Service Commission, 
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Who May Attend 

This workshop is designed primarily for personnel in program 
offices where a volume of action mail is handled. 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Workshop Director, National Archives 
and Records Service (NRP), General Services Administration, 
Washington, D.C. 20408, using Optional Form 37, Nomination for 
Interagency Training. 

Other Information 

Specific dates and locations will be announced. Agencies may 
obtain additional information by calling area code 202, 963-4154, 
or code 13, extension 34154. 



SUCCESSFUL AUDIT REPORT WRITING I 
Interagency Auditor Training Center 

A 2-day course to be given at the Woodmont Building, 6th Floor, 
8120 Woodmont Avc., Washington, D.C. 20014. 



Description 

This course is designed for Government auditors who are involved 
in the preparation and review of audit reports. The course deals 
with practical and understandable do’s and don't’s to assure 
lucid and effective communications, particularly with respect to 
the audit report. Exercises and case problems are used abundantly 
throughout the course. Coverage includes: 

Importance of Effective Report Writing 
Problems in Communication 
How To Use Words Effectively 
Punctuation — Make It Work For You 
How To Construct Point Sentences 
Designing the Superb Paragraph 
Review and Edit 



Who May Attend 

The course is recommended for auditors of the GS-9/15 grade 
level (or equivalent) who desire to improve their communicative 
skills, particularly with respect to the audit report. 

Hotv To Make No initiations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Woodmont Building, 6th Floor, 8120 Woodmont 
Ave., Washington, D.C. 20014 not later than two weeks prior to 
the beginning date of the course. For further information, call 
Registrar, Interagency Auditor Training Center, (301) 495-6351 
or IDS Code 179-6351. 



TECHNICAL WHITING WORKSHOP 
Civil Service Com mission 

A 5'ilny coiiPHO to he offered once each quarter nt the Thomas 
Circle Training Center, 1121 Vermont Avenue, NW,, Washing, 
ton, D.C.* 



Description 

This workshop is designed to help the technical writer create 
clear, concise, readable copy. The course not only points out 
principles of more effective technical writing, but it also enables 
the participants to use these principles to examine and evaluate 
each other’s writing. Participants discuss their individual writing 
projects; consequently, they are asked to submit samples of their 
own work. 

Who May Attend 

Writers, GS-11 and above (or equivalent) of engineering reports, 
scientific papers, technical specifications, instructional handbooks, 
and other technical communications are eligible to attend. 



‘Although the offices of the Communications and Office Skills Training Center are 
located at this address, all mail should be sent to: U,S. Civil Service Commission, 
Bureau of Training, Room 7412, Washington, D.C, 20415, 
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II ow 7 o Make Nominations 

Nominations can be made at any time to source B. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, castTnd 
location of training course. ’ 

See nomination procedures on page v. 
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WORKSHOP IN EFFECTIVE ENGLISH 
Civil Service Com mission 

A proarnin «f lew •/» -day sessions lo be offered once n „ lol „l, 0 | 

Ju T i' , "u S C ' rC ,! Trnini " K C, '" lcr ' 021 Vermont Avenue, 

NW., nshingtnn, D.C.* 

Description 

The purpose of this course is to help participants refresh their 
knowledge of modern English usage. At the end of the course, 
each participant should be better able to recognize and correct 
grammatical errors in correspondence and in speech, to improve 
unclear sentences and to correct improper punctuation. The par- 
ticipant should also be able to see Government references to solve 
grammar problems. Because the course is designed to be practical 
eac participant is asked to analyze the grammatical aspects of 
his own office correspondence and to bring in office grammar 
problems. In addition, frequent homework assignments are given 
to reinforce class work. 

Who May Attend 

Workshop in Effective English is designed primarily for stenogra- 
phers and secretaries (recommended grade GS-4 and above or 
equivalent). However, it is a suitable course for any other Govern- 
ment employee who writes or reviews correspondence and feels 
the need for a refresher course in grammar* 

lloiv To Make Nominations 

Nominations can be made at any time to source B. See page 
vi. Contact your Training Office for course announcement 
an /or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



wmIIh °». S « ! hC °T' CCS of . ,hc Communications and Office Skills Training Center are 
located at this aedress. all mail should be sent to; US Civil Service Cn n ,„i„u. 
Bureau ot Training. Boom 7412 , Washington. DC. 20415. Commission, 
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WRITING EFFECTIVE LETTERS 
Civil Service Commission 

A discussion- work shop of seven V6-doy sessions to be offered at 
the Thomas Circle Training Center, 1121 Vermont Avenue, 

NW., Washington, D.C.* 

Description 

This course is designed to aid letterwriters by (1) stressing the 
value of effective letters to the reader, the writer, and agencies of 
Federal State and local governments; (2) pointing out principles 
of effective writing; (3) giving participants practice in applying 
these principles; and (4) enabling participants to diagnose their 
own writing. Participants are asked to submit copies of their own 
work for discussion. 

Who May Attend 

Those writers, GS-7 through GS-12 (or equivalent), who have 
significant responsibility for writing letters may be nominated for 
this workshop. 

How To Make Nominations 

Nominations can be made at any time to source B. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



WRITING REGULATIONS AND PROCEDURES FOR 
PUBLIC UNDERSTANDING 

Civil Service Commission 

A 3*duy workshop to be held at the Thomas Circle Training 
Center, 1121 Vermont Avenue, NW., Washington, D.C.* 

Description 

This workshop presents a simple systems approach to the writing 
and approval of regulations, procedures, directives, manuals, in- 
terpretive letters and other types of instructional or informational 



• Although the offices of the Communications and Office Skills Training Center are 
located at this address, all mail should be sent to: U.S. Civil Service Commission, 
Bureau of Training, Room 7412, Washington, D.C. 20415. 



58 



G6 



* 



i 



material. Participants, working individually and in small groups, 
will actually apply this system to typical regulations, procedures, 
and similar materials. Specific objectives include reviewing and 
evaluating existing standards for writing regulations and pro- 
cedures; defining the audience for specific regulations and pro- 
cedures; determining the most useful structure and format for 
this material ; showing participants the basic principles for writ- 
ing this material ; and applying these principles to practice writ- 
ing and editing. 

H 7 ho May Attend 

Employees, GS-9 and above (or equivalent) who are responsible 
for the writing or reviewing of regulations, procedures, directives 
and manuals, as well as those responsible for interpreting rules, 

regulations and laws to the public are eligible to attend this 
course. 



Hotv To Make Nominations 

Nominations can be made at any time to source B. See page 
vu Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



WRITTEN COMMUNICATION FOR AUDITORS 
Interagency Auditor Training Center 

10 bc RiVCn ,hc W "»‘ln.on. Building, 6lh 
Moor, 8120 V\ oodniont Avenue, Washington, D.C. 20014. 



Description 

An intensive program devised to upgrade the auditor’s competence 
m the all-important area of written communication. This training 
is oriented to the needs of the auditor whose writings must be 
lucid and effective. A confidential analysis of each enrollee’s 
written communication is included in the seminar. 



Bureau of Training. Room 7412, Washington. D.C. 20415. Commission. 
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Who May Attend 

The course is recommended for Government auditors who have 
need of training in communicative skills, either of an introductory 
or refresher nature. It is recommended that enrollees be of the 
GS-9/15 grade level. 

How To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Woodmont Building, 6th Floor, 8120 Woodmont 
Avenue, Washington, D.C. 20014 not later than two weeks prior 
to the beginning date of the course. Fo? further information, call 
Registrar, Interagency Auditor Training Center, (301) 495-6351 
or IBS Code 179-6351. 



Office Skills 



BETTER OFFICE SKILLS AND SERVICE 
Civil Service Commission 

An 8 half. day workshop conducted bimonthly at the Thomas 
Circle Training Center, 1121 Vermont Avenue, NW., Washing- 
ton, D.C.* 

Description 

This workshop is designed to assist the clerical employee to take 
a realistic look at her job and to make her a more efficient and 
effective member of the office team. Typical problems and activi- 
ties occurring during a normal working day are discussed. Em- 
phasis is placed on proper attitudes, office diplomacy, human 
relations, telephone techniques, grammar, organization, Govern- 
ment reference aids, and grooming. Practical exercises, case 
studies, group discussion, lectures, and incident studies are in- 
cluded in the workshop. 

Who May Attend 

GS-2 through GS-4 (or the equivalent) secretaries, clerk-typists, 
clerk stenographers and other clerical employees may be nomi- 
nated to attend the course. 



• Although the offices of the Communications and Office Skills Training Center are 
located at this address, all mail should be sent to: U.S. Civil Service Commission, 
Bureau of Training, Room 7412, Washington, D.C. 20415. 
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I I oil' To Make A 'animations 

Nominations can be made at any time to source B. See page 
y i. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



BETTEK OFFICE SKILLS AND SEKVICE 
I NSTK Li CTOK S' WORKSHOP 

Civil Service Commission 

A 2-wcck ronisc offered twice a year at the Thomas Circle 
Training Center, 1121 Vermont Avenue, NYS\, Washington, 
D.C.* 



Description 

The Better Office Skills and Service Instructors’ Workshop is 
designed to prepare and assist the training specialist in con- 
ducting the Civil Service Commission’s Better Office Skills and 
ervice Seminar- tVorkshop. During the course, the participants 
will be given new concepts in teaching techniques, materials and 
equipment. They will have an opportunity to observe, participate 
and teach portions of an actual Better Office Skills and Service 
class. Video tape equipment will be used to evaluate each practice 
eaching exercise and to capture good and poor actual classroom 
situations for discussion. 



Who May Attend 

Employee Development Officers, Training Specialists, Administra- 
tive Assistants, or secretaries responsible for training clerical- 
secretarial personnel may be nominated. 



How To Mat.c Nominations 

Nominations can be made to source B. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 



See nomination procedures on page v. 



i ^ res of ,hc Communications and Office Skills Training Center are 
located at this address, all mall should be sent to: U.S. Civil Service Commission 
Bureau of Training. Room 7412. Washington. D.C. 20415. 
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OPERATION UPDATE: A PRACTICUM FOR THE 
EXECUTIVE SECRETARY 

Civil Service Commission 

A 3-day seminnr-workshop offered quarterly at the Thomas 
Cindc Training Center, 1121 Vermont Avenue, NW., Washing, 
ton, D.C.* 

Description 

This practician is designed to give each executive secretary an 
opportunity to learn about new ideas that will assist her in per- 
forming her job more effectively. She will also review techniques 
that are essential in keeping up-to-date in today’s Government 
office. University professors, psychologists, management con- 
sultants, and top Government executives will present lectures 
followed by a workshop. Exciting topics included in the lecture- 
workshop practicum are: The Psychology of Dealing with People, 
The Secretary and Her Federal and Congressional Liaison Role, 
Decision Logic, Effective O.tice Procedures, Office Communica- 
tions Breakdown, Human Relations Effectiveness, and The As- 
sistant to the Executive. 

Who May Attend 

This course is designed for secretaries, administrative assistants, 
staff assistants, and administrative aides, GS-8 and above (or the 
equivalent), who perform secretarial duties and act as office 
managers or principal personal assistants to executives. 

Hotc To Make Nominations 

Nominations can be made at any time to source B. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



•Although the offices of the Communications and Office Skills Training Center are 
located at this address, all mail should be sent to: U.S. Civil Service Commission, 
Bureau of Training, Room 7412, Washington, D.C. 20415. 



SECRETARIAL TECHNIQUES 
Civil Service Commission 

A 5-tlay course offered monthly at the Thomas Circle Training 
Center, 1 121 Vermont Avenue, NT, Washington, D.C.* 

Description 

This course is designed to analyze the duties, responsibilities, and 
dimensions of today's Government secretary. During the work- 
shop the participants will exchange, present, and discuss technical 
secretarial information designed to stimulate an interest in striv- 
ing toward increased office efficiency, job satisfaction, and applied 
secretarial dimensions. The program will cover areas such as 
today’s secretarial responsibility, communications — (writing, 
reading, listening, and speaking) -human relations, technical 
skills (grammar, capitalization, punctuation), public relations, 
office management, and job satisfaction. The workshop includes 
lectures, projects, case studies, problem analyses, and practical 
exercises. Video tape equipment is used to augment the effective- 
ness of the workshop. Students will use the video tape to evaluate 
their effectiveness as they deal with people face to face and by 
telephone. Each student will have the opportunity to observe their 
ability to communicate by using this up-to-date method of visual 
replay. 

Who May .-it lend 

Secretaries, Clerk-Stenographers, and Clerk-Typist, GS-5 through 
GS-7 (or the equivalent), may be nominated for the course. 

How To Make Nominations 

Nominations can be made at any time to source B. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



‘Although the offices of the Communications and Office Skills Training Center are 
located at this address, all mail should be sent to: U.S. Civil Service Commission. 
Bureau of Training. Room 7412. Washington. D.C. 20415. 
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SHORTHAND EXCELLENCE 
Civil Service Commission 

A 10 half-day course offered bimonthly at the Thomas Circle 
Training Center, 1121 Vermont Avenue, NW., Washington, 

D.C.* 

Description 

"Shorthand Excellence” is designed to increase the secretary’s 
ability to meet the requirements of her boss’ dictation. A review 
of shorthand shortcuts and tips, business English, Government 
style practices, and correspondence procedures are included. 
Government style dictation is given by Government bosses and 
the instructor. In addition, regular timed dictation is given by the 
instructor. An electronic laboratory system is used so the par- 
ticipant can practice from prepared speed tapes designed to meet 
her needs. Frequent transcription tests, brief form, phrase drills, 
and recall reviews are given. The class meets on Monday, Wednes- 
day, and Friday for three weeks. 

Who May Attend 

This course is open to clerical employees, GS-2 and above (or the 
equivalent), who can take Gregg Simplified or Diamond Jubilee 
shorthand at 50 words a minute. 



Hotc To Make Nominations 

Nominations can be made at any time to source B. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



Although the offices of the Communications and Office Skills Training Center are 
located at this address, all mail should be sent to: U.S. Civil Service Commission 
Bureau of Training. Room 7412. Washington. D.C. 20415. 
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Skills Development 



BASIC COMMUNICATIONS SKILLS 
Civil Service Commission 

A -15-hmir oour-r conducted over a period of 3 weeks. It is 
offered on a continuing I>a-i- at the Thomas Circle Training 
Center, 1121 Vermont Avenue, NW., Washington, D.C.* 

Description 

This is a course in developing basic language skills particularly 
as related to work in Federal offices. The major components will 
include improvement of grammar, speaking, listening, and writ- 
ing skills. 

The course is designed to train the learners to demonstrate: 

(1) The ability to write clear, grammatically correct 
sentences. 

(2) The ability to recognize simple grammatical errors. 

(3) The ability to apply simple punctuation rules according 
to Government style practices. 

(4) The ability to spell commonly used terms of the learn- 
ers’ working environment. 

(5) The ability to use reference aids. 

(6) The ability to communicate orally with greater facility. 

(7) Desirable job attitude and behavior. 

Who May Attend 

Federal, state, and local government employees who need to be- 
come better communicators in the areas of grammar, writing, 
speaking, and listening. 

Iloic To Make Nominations 

Nominations can be made at any time to source B. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



* Although the ofTices of the Communications and Office Skills Training Center are 
located at this address, all mail should be sent to: U.S. Civil Service Commission. 
Bureau of Training. Room 7412. Washington. D.C. 20415, 
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INTRODUCTORY TYPING 
Civil Service Commission 

A 70 hours course that meets 2 hours a clay over a period of 
7 weeks. It is offered on a continuing basis at the Thomas Circle 
Training Center, Washington, D.C* 



Description 

This course is designed to teach learners to meet Civil Service 
Commission typing standards for clerk-typist positions. The 
course is designed for readers at sixth grade reading level and 
above. Applicants reading below this level should take our basic 
Reading Improvement course first. 

The typing program will use a multi-media and audio-visual ap- 
proach. This will: 

(1) Enable the students to progress at their individual rates 

(2) Allow the students to make specific and rapid evaluation 

(3) Promote more complete comprehension and skill de- 
velopment of the subject matter. 

The following activities will be included : 

(1) Keyboard proficiency 

(2) Proper stroking techniques 

(3) Speed and accuracy drills 

(4) Number row practice 

(5) Ribbon changing 

(6) Identification of machine parts 

(7) Tabulation 

(8) Horizontal and vertical centering 

(9) Typing of Government letters and forms. 

Who May Attend 

Any Federal, state, or local government employee who needs to 
develop the skill of typing. 



‘Although the offices of the Communications and Office Skills Training Center are 
located at this address, all mall should be sent to: U.S. Civil Service Commission, 
Bureau of Training. Room 7412. Washington, D.C. 20415. 
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How To Make Nominations 

Nominations can be made at any time to source B. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



FILES IMPROVEMENT 
General Services Administration 

A 2-dny workshop scheduled to meet agency demand. 

Description 

This workshop is designed to help Government offices save time 
and money through the establishment of effective filing systems. 
Participants develop solution to problems simulating actual filing 
situations. The project follow-up calls for participants to apply 
the standards and techniques discussed to their own agency files. 

Who Miry Attend 

Any person whose duties require him to set up or maintain files, 
including clerks, secretaries, and those who supervise filing op- 

Hoic To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Workshop Director, National Archives 
and Records Service (NRP), General Services Administration, 
Washington, D.C. 20408, using Optional Form 37, Nomination for 
Interagency Training. 

Other Information 

Specific dates and locations will be announced. Agencies may 
obtain additional information by calling area code 202, 963-4154, 
or code 13, extension 34154. 



OFFICE METHODS AND BEHAVIOR 
Civil Service Commission 

A 60 hour course that meets 3 hours a day over a period of 4 
weeks. It is offered on a continuing basis at (he Thomas Circle 
Training Center, Washington, D.C.* 



Description 

This course teaches the basic skills needed to work efficiently in 
an office such as: telephoning, filing, mailing, organizing, typing 
tip s > grooming, communicating, getting along with people, and 
having a positive attitude. 

The subjects are taught in a simulated office classroom. Students 
are taught in modules so that they can progress as fast as possible 
in an individualized program. Students are not just presented 
facts alone; they each receive an opportunity to put the learned 
facts into practical application. If how to operate a push button 
telephone is being taught, students experience making actual 
telephone calls on fully operating telephones. 

New media such as multi-listening stations, video tape recorders, 
and cassette tape recorders are used to make the learning more 
meaningful. New teaching methods are used such as telecoaching, 
role play completion, in-basket exercises, and debriefing sessions. 

Who May Attend 

Any Federal, state, or local government employee who has the 
need to develop basic office skills. 

How To Make Nominations 

Nominations can be made at any time to source B. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



Although the offices of the Communications and Office Skills Training Center are 
located at this address, all mail should be sent to: U.S. Civil Service Commission 
Bureau of Training. Room 7412, Washington. D.C. 20415. 
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HEADING FOR OFFICE EFFICIENCY 
Civil Service Commission 

A 90 hour course coihlurtril o>rr a period ,,f 6 weeks. It is 
o Acred on a continuing basis at the Thomas Circle Training 
Center, 1121 Vermont Avenue, NW„ Washington, D.C.* 



Description 

This is an adult communications program designed for persons 
with reading abilities between 4th and 10th grades. It uses a 
variety of independent, small-group activities and provides a non 
traditional approach to learning. Students enter at their own level 
and progress at their own speed. While in group learning situa- 
tions, students operate filmstrips and records to teach themselves 
while the instructor moves from group to group to observe 
progress. 

This reading course strongly emphasizes general background 
information needed for one to successfully read, speak, listen, 
write, and observe in today’s work society. 

Who May Attend 

Federal, state, and local government employees who need to 
improve their reading skills. 

How To Make Nominations 

Nominations can be made at any time to source B. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



•Although the offices of the Communications and Office Skills Training Center are 
located at this address, all mail should be sent to: U.S. Civil Service Commission 
Bureau of Training, Room 7412, Washington, D.C. 20415. 
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SHORTHAND 960 
Civil Service Commission 




A 75-hour course conducted 1|{* hours each day over a period of 
10 weeks. It is offered on a continuing basis at the Thomas 
Circle Training Center, 1121 Vermont Avenue, NTT., Washing, 
ton, O.C.* 



Description 

This course is designed to teach shorthand skills to learners with 
no previous shorthand training to meet Civil Service Commission 
shorthand standards for clerk-stenographer positions. This ob- 
jective will be accomplished in 75 hours compared to the tradi- 
tional 180 hours of classroom training. 

The course is based on the alphabet rather than a new set of signs 
or symbols. The system was developed by Self Instructional De- 
velopment Corporation (SIDC). The student is taught to write 
only the sound he hears. Ten symbols are used to speed the 
writing of certain sounds. Standard abbreviations are used when- 
ever possible. 

A four-channel wireless system will be used. This system provides 
flexibility in handling students at different speed levels. In addi- 
tion, individual tape recorders are available for students who are 
progressing at speeds other than those programmed on the multi- 
channel unit. 

Who May Attend 

Federal, State, or local government employees who need to de- 
velop shorthand skills. 

How To Make Nominations 

Nominations can be made at any time to source B. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



•Although the offices of the Communications and Office Skills Training Center are 
located at this address, all mail should be sent to: U.S. Civil Service Commission, 
Bureau of Training, Room 7412, Washington, D.C. 20415. 
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General Management 




Executive _____ 

Residential Program in Executive Education (FEI) 

Executive Seminar Centers 

Advanced Management Seminar 

Management of Scientific and Engineering Organizations- 

An Executive Institute 

Executive Orientation 

Ideas and Authors — Management and Organization 

Coaching Managers — A Course for Executives 

Program Administration and Legal Controls 

State Government and Administration: 

Problem s-Progr a ms-Planning 

Legislative Operations Roundtable for Executives 

Fellowship in Congressional Operations 

Ideas and Authors: Public Issues and Problems 

Intergovernmental Affairs Fellowship Program 

Executive Development of Auditors ___ 

Legal, Legislative and Civil Rights 

Institute for Legal Counsels 

Management Institute for Attorneys 

Institute for New Attorneys 

Ideas, Issues and Opinions In Law 

Hearing Examiners and the Regulatory Process: Current Issues, 

Problems and Developments 

Legislation Formulation Workshop 

Congressional Briefing Conference 

An Institute In the Legislative Function 

Interviewing Techniques for Civil Rights Investigators 

Fellowship in Congressional Operations 

Legislative Operations Roundtable for Executives 

Management 

Middle Management Institute 

Management Institute for Supervisory Scientists and Engineers _ _ 

Management and Group Performance 

Management and Group Performance: An Institute for Trainers __ 

Mi nagement and the New Generation 

Administrative Officer Seminar 

Contracting for the Scientist and Engineer 

Grants Administration Seminar 

Management Intern 

The Dynamics of Government 

Federal Management in the 70 's 

Fundamental Management Techniques 



79 



Page 

73 

73 

75 

77 

78 

79 

80 
81 
82 

83 
97 

84 

85 

86 
88 
88 
88 

89 

90 

91 

92 

93 

94 

95 

96 
84 

97 

98 

98 

99 
100 
101 
102 

103 

104 

105 

105 

106 

107 

108 

71 



* 



Introduction to Public Administration . 

Management Introduction to ADP for Management “interns 

Personnel Management for Interns 

„ Seminar on Modem Management Theories 
Supervision _ 

Introduction to Supervision 

Introduction to Supervision: An Institute 7or" Trainers 
Basic Management Techniques I _ 

Basic Management Techniques I: An Institute "for" ‘Trainers 
Supervision and Group Performance 

BasT/w?" a " d Gr °“ P P erf ™"<*: An Instituted Trained" 
Basic Management Techniques II 

Supervision of Low-Skilled Employees: Problems and Challenges" 
pervision of Low-Skilled Employees: Ar. Institute for 
Instructors 



Page 

109 

110 
111 
111 
112 
112 

113 

114 

115 
lift 

117 

118 

119 

120 



o 

ERIC 



72 



tO 



tk 



i 



RESIDENTIAL PROGRAM IN EXECUTIVE 
EDUCATION 



Executive 



o 

ERIC 



Federal Execiil-.e Institute, Charlottesville, Va., 

U.S. Civil Serviee Commission, Fiscal Year 1973 

An 8- week program to be given at Charlottesville, Virginia four 
time* during fisral year 1973: August 20 to October 13; Ortoher 
22 to December 15; February 11 to April 6; and May 6 to 
June 29. 

Description 

The program exists to help meet education and training needs, 
primarily of upper echelon Federal employees. The upper echelon 
is broadly defined as employees in positions rated at Grade GS-15 
and above, or equivalent in other pay systems. State and local 
officials may be accommodated on a selective basis. The educa- 
tional programs of the Institute focus on matters which relate 
to areas of interest in many departments and agencies rather 
than specialized activities of a single organization. The Institute 
programs supplement rather than supplant executive education 
efforts of other organizations or institutions in and out of govern- 
ment. 

The broad educational goals set for the Institute within this 
framework are: 

• To heighten career executive responsiveness to national 
needs and goals. 

• To increase career executive appreciation of the totality 
of the governmental system. 

• To improve career executive knowledge of managerial 
processes. 

The detailed content and teaching methods of each session have 
been altered with experience. But, the overall goals and major 
curriculum emphases have remained unchanged. In all sessions 
to date a balance has been sought and attempts have been made 
to interweave the major elements of the program which relate 
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to environment of governmental programs, 
and governmental management. 

The prime educational methods employed are: 



ev.wi.mcmai SJfSlCIUS 



• Lecture-discussions by resident faculty, executives in resi- 
dence, government officials, academicians, and experts 
drawn from the private sector in both profit and non-profit 
organizations. 



• Seminars taught by resident faculty, University of Vir- 
ginia faculty and consultants. 

• Workshops and laboratories led by resident faculty mem- 
bers and consultants. 



• Films and tapes selected by resident faculty. 

• Reading materials selected by resident faculty. 



Who May Attend 



The “Residential Program in Executive Education" is aimed 
primarily at persons in grades GS-16 and above (or equivalent in 
other pay systems). 



How To Make Nominations 

Nominations for attendance at the Federal Executive Institute 
should be made by that person or persons in each department and 
agency who has greatest control over present and future work 
assignments of persons to be selected for attendance. In most 
cases each agency and department has designated one person to 

Institute ^ ^ authority for submissi °n of nominations to the 



When the nominating official has received the names of candidates 
recommended for attendance during the fiscal year from within 
his department or agency, he will then make his decisions about 
persons to be nominated as principals and alternates for shares 
allocated in each scheduled session. Those nominations should 
then be forwarded to : 



Division of Executive Manpower Operations 
Bureau of Executive Manpower 
U.S. Civil Service Commission 
1900 E Street, N.W. 

Washington, D.C. 20415 
Phone 202 (632-4486) 
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Nominations should be sent by the department or agency nomi- 
nating officials on Optional Form 37 (Nomination-Registration 
for Training) obtainable from the Director of Personnel or Di- 
rector of Training in each department or agency. 

State and local government agencies should submit a letter di- 
rectly to the Federal Executive Institute, Charlottesville, Virginia 
22903 from an authorized official. This request should include 
name, address, position title, and brief description of duties of the 
nominee, and the mailing address to which the bill should be sent. 

Other Information 

Federal departments and agencies are allocated an annual quota of 
shares for the Residential Program in Executive Education. A 
total of approximately 60 shares is available in each of four 
scheduled eight-week sessions for the fiscal year. The 240 shares 
available annually are distributed in such a way as to provide the 
greatest possible variety of agency representation in each sched- 
uled session. The cost for each share is $3,500 which covers the 
full cost of tuition, and room and board expenses while at the 
Institute during the eight-week period of each session. 

For further information contact the Federal Executive Institute, 
Charlottesville, Virginia 22903, area code (703)-296-0181 (Com- 
mercial) or (703) -296-1295 (FTS). 



EXECUTIVE SEMINAR CENTERS 
Civil Service Commission 

In cooperation with Federal, State and local agencies, the Civil 
Service Commission operates three residential facilities for the 
development of mid-career executives in Government. These 
Centers are located at Rcrkclc}-, California; Kings Point, New 
York; and Oak Ridge, Tenn. 

Description 

The 2-week courses offered at the centers are designed to broaden 
conceptual understanding and to enhance the administrative abili- 
ties of mid-level executives. A brief description of each course 
follows: 

1. The Dynamics of Public Policy — examines the processes 
by which public policy is generated, formulated, and 
articulated in American society and the administration of 
such policy. 



2. Public Policy Formulation — explores the influence public 
and private organizations and groups in American society 
have in shaping public policy. 

3. Public Program Management— explains the policies 
processes and problems involved in managing public pro- 
grams and in providing government services at the Fed- 
erai, State, and local levels. 

4. Management of Organizations— presents the theory and 
practice of management in public sector organizations, 
reviewing the functions and techniques of management 
and the latest developments in behavioral research. 

5. National Economy and the Government Executive— deals 
with the theory and substance of government involvement 
in various areas of economic life, 

6. International Affairs and Federal Operations— acquaints 
the career executive with the basic concepts underlying 
the development of American foreign policy, with the con- 
duct of foreign affairs, with the international pressures 
that influence our policy-makers, and with our govern- 
mental organization for international affairs. 

7. Effects of Technological Development — describes the role 
of the Federal Government in scientific affairs and the 
effects of technological change on national objectives. 

8. Intergovernmental Relations-ex plores the relationships 
between National, State, and local government authorities 
m areas of mutual concern, and relates them to the larger 
problems of Federalism in today’s America. 

9. Natural Resource Policies and Programs— describes the 
economic, social, and political involvements and roles of 
the National Government in relation to the use and con- 
servation of our Nation’s natural resources. 

10. Urban Problems and Prospects— concentrates on urban 
growth, the problems it portends for the government ad- 
ministrator, and the response of government at the Fed- 
eral, State, and local levels. 



Who May Attend 

The Executive Seminar Center curriculum is aimed primarily at 
Federal executives in grades GS-14 and 15 (or equivalent), and 
State and local employees at a similar organizational level. Care- 
fully selected persons at GS-13 are also eligible to attend. 

Ilotc To Make Nominations 

All participant spaces at these centers are reserved on a fiscal year 
basis through negotiations between the Civil Service Commission 
and designated agency representatives at Washington, D.C. Each 
representative is given a supply of center brochures and sched- 
ules. Persons seeking to attend the seminars should indicate their 
interest to their agency representatives. 

Other Information 

Inquiries about these centers may be addressed to the Chief, Field 
Division, Bureau of Training, U.S. Civil Service Commission, 
Washington, D.C. 20415, telephone (202 ) 632-7626, code 101, 
extension 27626. 



ADVANCED MANAGEMENT SEMINAR 
Civil Service Commission 

A 6-ilay program offerer! 5 limes per year al a residential site. 



Description 

More than ever before the government executive finds himself 
faced with complex managerial and planning problems. He is 
asked to deal with these through a growing number of new sys- 
tems approaches, mathematical techniques, and programming 
and budgeting procedures which constitute the changing body of 
administrative practices. He is also expected to solve problems 
through the contributions of diverse individuals and groups. 

The critical issue with which practical minded managers must 
deal is how various theories, techniques and strategies can be 
brought to bear on the real problems of government management. 
The Advanced Management Seminar is designed to bring together 
the various theories, techniques, and strategies of management 
into a unified approach to government administration and to en- 
able managers to apply these theories, techniques, and strategies 



in a useful, realistic, and results-oriented fashion, through better 
ment rStand,ng deve,opment of their ow " styles of manage- 

The seminar’s integrative approach seeks to provide the partici- 
pant with a better understanding of; 

• The criteria for sound planning and decision making. 

• The means of applying what he has learned to his own 
situation. 

• The techniques for developing an effective organization 
from a group of diverse individuals. 

The seminar itself is built upon a series of intensive workshop 

Sma11 groUpS - Workin * in these small 
groups the participants go through a number of planning, prob- 

lem-solving, and decision-making projects in which they have to 
utilize their resources to reach agreed-upon goals. Thus, each 
person is constantly engaged in systematic problem solving and 
decision making while striving for effective interpersonal ex- 
change and team development. 



Who HI ay Attend 

Approximately 30 executives (GS 14-18 or equivalent) responsi- 
ble for directing major programs will be accepted for each 



How To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



MANAGEMENT OF SCIENTIFIC AND ENGINEERING 
ORGANIZATIONS — AN EXECUTIVE INSTITUTE 

Civil Service Commission 

A 5-day program offered once a year at the Civil Service Com- 
mission, 1900 E Street NW. 



Description 

The program is designed to increase awareness of the nature and 
scope of management responsibility and to suggest ways that the 
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technically trained executive can perform more effectively in his 
important role as manager and administrator. It is conducted as 
an advanced seminar, with discussions focusing on such topics 
as: management planning for R & D; directing and developing 
human resources; communication requirements of modern science 
and technology management of inhouse resources and contract 
programs; operational environment of scientists and engineers 
in Government; comparison of R & D management in other areas; 
formulating and administering science and engineering budgets ; 
behavioral science research and its implications for managers of 
technical programs. 

Who May Attend 

Participation in this program is limited to approximately 25 
scientists and engineers, generally GS-15 and above, or equivalent, 
who have management responsibility for science or engineering 
programs. 

How To Make Nominations 

Nominations can be made to source C. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



EXECUTIVE ORIENTATION 
Civil Service Commission 

A series of l*doy programs conducted throughout the year by 
the Civil Service Commission, Washington, D.C. 

Description 

Today more than ever before Government executives must keep 
abreast of a wide variety of new or changing legislation, Presi- 
i dential policies and programs, court decisions, and social and 

• economic conditions which can affect their roles as Government 

j executives and the way in which they are performed. Many 

j executives, however, are finding it increasingly difficult to take 

i the time necessary to keep informed in all these areas. This 

series of 1-day programs is designed t.o help solve this problem 
\ by offering executives an opportunity to meet with knowledgeable 
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authorities from Federal agencies, the White House, private 

tpf 8 ? 1 T? 0nS ’. ? tc> an(1 discuss with them topics of current in- 
£2 session will bo determined by 

Son 6 announced shortly before each 

Who May Attend 

Nomino« may be employees of any governmental agency-Fed. 
’ ate, or local at the GS-15 level and above (or equivalent) . 

How To Make Nominations 

V? 

wWch 

See nomination procedures cn page v. 



5“*® 'THORS — MANAGEMENT AND 

ORCANIZa iluN 

Civil Service Commission 

Four l..loy «emioiM schedule, I a month apart. 

Description 

appearance of a growing number of books 
Pr- } ng the findings of social and management science research 

this h nr Pr ° b emS °/ management and organization. The purpose of 
flter 9 P t 0pram •“ t0 prov,de an opportunity for Government man- 
thei? t0 , exam,ne the m «st significant of these books to determine 
their relevance and application to public management sltuatfons 
At the same time the course will provide an opportunity for the 
participants to raise questions about the book directly to the 

weekTin advLroflr^ a copy o{ all books several 

weeks m advance of the individual sessions. At the monthly ses 

react' ^ ? U ^ 0r dl , SCUSSes his book, a guest commentator gives his 
“J £ aiidthe Participants have an extended d.Cssion 
period with the author. Gat of these interchanges it is expccied 

underatandi^nff^f ° f th r ^ wln emerge ’ as wel1 a s a clear 
understanding of their implications for Government managers. 
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Who May Attend 

The program is intended for individuals currently serving in 
positions with significant responsibilities for program manage- 
ment or in providing related staff support. Nominees should be 
those at GS-14 level and above (or equivalent) . 

How To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



COACHING MANAGERS— A COURSE FOR 
EXECUTIVES 

Civil Service Commission 

A 3-day program offered four or more limes a year. 



Description 

The coaching of managers and supervisors to become more effec- 
tive in their work and to prepare for future changes and trends is 
an important responsibility of every executive. Yet, this is one 
of the responsibilities in which executives often fail. This ’s not 
because they do not recognize the need to become skilled in work- 
ing with the face-to-face relationships that are a part of the 
process, rather, it is from lack of ever having had the oppor- 
tunity to learn and experience some of the more productive ways 
of doing it. Attention will be given in this program to the de- 
velopment of actual skills in interviewing (information gather- 
ing) and coaching as well as to the principles, methods, and 
techniques involved. This. will be accomplished through a combi- 
nation of lectures, readings, case discussions, demonstrations, and 
practice sessions. Video equipment will be used for filming of 
selected practice exercises followed by critiques of performance 
of seminar members. Among topics to be covered are establishing 
rapport, using questions and responses that elicit information, 
productive use of tention and defense mechanisms, overcoming 
the win-lose syndrome, assessing the realities of risk taking, 
mutual goal setting and problem solving. / 
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Who May Attend 

wenCT^Federel' Iwi"" T’'.'? ® ecotlves of m y eovernmental 
(or equivalent) 8 ' ° r ' *' ‘ he GS - 15 level ° r »•»" 

Hoxc To Make Nominations 

SKrrs.“ “ 

See nomination procedures on page v. 



CONTROLS ADM " VISTR AT,0N and LEGAL 
Civil Service Commission 

One 3-day action will be held at the Civil Service Con.ml.alon 
dnriiiK Fiscal Year 1973. commission 

Description 

realS 2L? “I ernment ^ministration and administrators are 
2»7r ! e expansion of Federal Government programs 
fn Governm 8 3rge ? the rul emaking and adjudicator functions 
belfef aTn^ agenC,eS ; These function ^ contrary to traditional 
Rnlw • * QUe t0 regulator y or independent agencies. 

l*l% n T7 ag r nCieS ’ Federal executives, who are not usually 
. ®‘ d ‘ n th . e la ™\ frequently engage in the processes of adjudica- 

AddiS^anv III " ff ■" P ® r ? rming their day - t0 * da y activities, 
ltionally, the growing body of judicial decisions has had far- 

^ a r J* ng eff ^ s on the governmental system and Federal pro- 

grams. Also, there are signs pointing to increased judicial review 

of administrative decisions. These developments suggest for Fed- 

develnnThlf 8 ^ n0t trained in the ,aw the necessity to 
de " '° P a better knowledge and understanding of the functions of 

adjudication and rulemaking which they perform. 

Who May Attend 

Hv« dP 2 ti0 J 10 - h } a A° UrSe ' Vil1 be ,imited t0 government execu- 
hves and administrators. It is not recommended for personnel 

whose academic and professional background is in law The 
minimum grade level will be GS-14 (or military and non-GS 
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equivalents). Participants should be in positions having broad 
responsibility such as program managers; bureau and division 
chiefs or their deputies; principal assistants to agency or de- 
partmental heads; personnel having a principal role in develop- 
ing and implementing their agency’s policies and procedures or 
serving in key staff positions; and other administrators and 
executives who perform adjudicatory or rulemaking functions 
or carry on activities which are significantly affected by the 
judiciary. 

How To Make Nominations 

Nominations can be made to source C. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



STATE GOVERNMENT AND ADMINISTRATION: 
PROBLEMS— PROGRAMS— PLANNING 

Civil Service Commission 

A 5 -day program scheduled iwicc a year in Washington, D.C. 

Description 

As political and governmental institutions adapt to changing con- 
ditions and as intergovernmental programs become increasingly 
important, there is a growing need for administrators at the 
Federal, State and local level to keep informed on the progress 
being made by the States to improve their capabilities for effec- 
tive cooperation in intergovernmental programs. This seminar 
focuses on the role of the States in such programs and the impact 
of the State political and governmental systems on this role. 
Special emphasis will be placed on : 

• Planning at the State level 

• The States and the Cities 

• Fiscal Problems facing States 

• Regional Cooperation 

• Governmental Manpower at the State level 

• The Role of State Legislatures 

• The Role of the Governor 
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Who May Attend 

N °min e es may be employees of any governmental agency— Fed- 
eral, State, or local— at the GS-14 level and above (or equivalent) 
U is designed for officials with responsibilities requiring a broad 
understanding of the intergovernmental framework of Federal 

fV nC0Ur&eed t0 Send officia,s from the field 

as well as the central office. 



Hoiv To Make Nominations 

Nominations can be made to source C. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



FELLOWSHIP IN CONGRESSIONAL OPERATIONS 

Civil Service Commission and The American Political 
Science Association 



Participation in an intense orientation 
Congress and full-time *ork assignments on Capitol Hill, 
Washington, D.C. Congressional Fellows in the Foreign Affairs 
section enter the program each year in September; other Fellows 

Thi i 



Description 

SlIIf fe,, T 8hip ? rogram he,ps a se,ect eroup of career admin- 

t! i 0r0Ufir ? understandin ff of congressional 
operatmns. It is designed to give careerists a first-hand look at 

how Congress functions, how it is organized, and how it relates to 
the program and activities carried on by the executive branch. 
Persons selected will attend a comprehensive and intensive orien- 
tation program conducted by the American Political Science 
o/ c °rr : engag ® ,nfu i 1 - time work assignments with members 
9 Ih !! 8 ■ \ . W,th staff members of congressional committees; 

participate m weekly seminar meetings with congressional 
governmental, and academic leaders. congressional, 

neI°Z n r AffairS Fe "° WS Section of the ^oeram is offered for 
Prior Tn fhT agenc,es concerned with international affairs. 
Prior to the beginning of the regular 9-month program, these 
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Fellows receive a 10-week orientation on Congress and Foreign 
Policy which is conducted by 2 local universities. 

Who May Attend 

Nominees for this fellowship should be career employees in the 
grade range of GS-13 through GS-16 or equivalent with at least 
(2) years of Federal Government Service. They should be in 
managerial or executive positions, or be likely to be assigned to 
such positions in the future. Preference is given to those who 
are taking part in an agency’s own executive development pro- 
gram. 



How To Make Nominations 

Nominations can be made to source C. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 

Other In formation 

Each Congressional Fellow applicant will be interviewed by a se- 
lection committee. Agencies will be notified of selections. An 
announcement will be distributed to all agencies on or about the 
first of March of each year. Details of the program will be 
contained in this announcement, including the date when nomina- 
tions will be due. 



IDEAS AND AUTHORS: PUBLIC ISSUES AND 
PROBLEMS 

Civil Service Commission 

Four l>day meetings each jcur scheduled a month apart at the 
Civil Service Commission, Washington, D.C. 

Description 

Each year this series focuses on four outstanding books by 
recognized authors on significant national problems. At each of 
the four meetings one of the books is discussed, first by the 
participants in small groups, then by the participants and the 
author, and finally by the participants and a guest critic. The 
program not only encourages government executives to examine 
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lems hnt f "? formed authors on vita] national prob- 

ems but also provides them with an opportunity to discuss the 

boolfs with their authors as well as with critics who are knowl- 

nrnv-l? ^ , regar( ’ ing l . h ® issues to be discussed. The books are 
p ovided to each participant several weeks before each meeting. 

Who May Attend 

MvernS" “ inten J ed for officia,s of a Federal, State, or local 
government agency who would benefit from a more incisive under- 

11"* of l 5 e " at,onal Problems to be discussed. Nominees 
should generally be serving in positions at the GS-14 level and 
above (or equivalent) . 



How To Make Nominations 

Nominations can be made to source C. See page vi. Contact 

S J rain ' ng0ffice for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
mg course. 

See nomination procedures on page v. 

Other Information 

Agencies may designate substitutes to attend individual sessions 
prodded that such substitutes meet initial nomination 'S 



INTERGOVERNMENTAL AFFAIRS FELLOWSHIP 
PROGRAM 

Civil Service Commission ami Subscribing Agencies 

A 3-month program Involving parlidpailon in an intensive 
orientation program and full-time work/siudy assignments with 
otatc and local governments. 

Description 

This fellowship program helps a select group of career admin- 
“ of j grant *in-aid efforts to acquire a direct understanding 
ot state and local government operations and points of view It 
^designed to provide careerists with a first-hand look at problems 
of administering Federal grant-in-aid programs at the State/local 
level; to improve person-to-person communication between Fed- 
eral and State/local-grant-in-aid administrations; to provide an 
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opportunity to develop a deeper understanding of the major social 
and economic problems to which grant-in-aid programs are ad- 
dressed; and to encourage cooperative and multigovernmental 
approaches to problem solving. Persons selected will attend a 
comprehensive and intensive orientation, including meetings with 
governmental and academic leaders and will engage in full-time 
work and study assignments with a host State and local govern- 
ment. 

Who May Attend 

Nominees for this fellowship should be career employees in the 
grade range of GS-14 and above or equivalent. Nominations 
below GS-14 will be accepted on a selected basis when the nomi- 
nee has suflicient breadth of experience to make a contribution 
to the host government. Each nominee should be in a position 
involving responsibility for significant aspects of grant-in-aid 
efforts of the subscribing agencies. 

Ilow To Nominate 

Nominations are to be submitted by authorized representatives 
of the subscribing agencies upon receipt of CSC notification. The 
following information should accompany each nomination: a 
completed and current Standard Form 171, a brief biographical 
sketch of the nominee, and a statement from the subscribing 
agency briefly describing the nominees potential for career growth 
and types of responsibilities for which he is being prepared. 

Nominations are to be made to source E. See page vi. 

Other Information 

The cost of the program will be prorated among the participating 
agencies. Each applicant for the fellowship will be interviewed 
and selected by the subscribing agencies, and final selection will 
be announced by CSC. Agencies may obtain further information 
by calling the Management Sciences Training Center at 632-5600, 
or IDS Code 101, extension 25600. 
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EXECUTIVE DEVELOPMENT OF AUDITORS 
Interagency Auditor Training Center 

A 4-<1kv course to be given at tlic Woodmont Building, 6th Floor, 
8120 Wood in ont A vc.. Washington, D.C. 20014. 



Description 

This is an intensive course which is heavily loaded with tested 
techniques and concepts which will upgrade the audit managers 
competence and indelibly assist him in realizing the potentialities 
of our time. Coverage includes : 

Communication Skills 
Human Relations at Work for Auditors 
Job Needs, Job Enrichment, Job Satisfaction 
Personnel Responsibilities of Supervisory Auditors 



Who May Attend 

Course is recommended for audit managers or auditors who are 
expected to be audit managers in the near future. Suggested 
grade level is GS-13/16 (or the equivalent). 

flow To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Woodmont Building, 6th Floor, 8120 Woodmont 
Ave., Washington, D.C. 20014, not later than two weeks prior to 
the course. For further information, call Registrar, Interagency, 
Auditor Training Center, (301) 495-6351 or IDS Code 179-6351. 



Legal, Legislative and Civil Rights 

INSTITUTE FOR LEGAL COUNSELS 
Civil Service Commission 
A 3-day program conducted annually In residence. 

Description 

The program will give participants an opportunity to study some 
of the issues, problems and current developments in our society 
and how these relate to their responsibility for administration and 
policy-making in the legal office. Participants will discuss ap- 
proaches to resolving these problems and issues along with other 
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atters which confront them in the operation of their legal offices, 
and have an impact on the effectiveness and response of the pro- 
gram goals of their agency and Federal Government. 

Who May Attend 

The Institute will be open to approximately 30 General Counsels, 
Solicitors and Chief Counsels and their principal deputies and 



How To Make Nominations 

Nominations can be made to source C. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
mg course. 

See nomination procedures on page v. 




MANAGEMENT INSTITUTE FOR ATTORNEYS 
Civil Service Commission 

A 3-<lny program to be conducted two times per yenr at the Civil 
Service Commission. 

Description 

This course is designed to meet the special needs of the supervis- 
ing or managing attorney who seeks to broaden his insight and 
understanding of management and organization, develop further 
his ability to motivate his employees, and direct the operations of 
his office. The course focuses on some of the newer approaches to 
developing the effectiveness and efficiency of the supervisor and 
certain critical aspects in managing the law office in a Government 
agency. Ample opportunity is afforded for participants to share 
experiences and ideas and to examine problems and viewpoints 
of common interest. 

Who May Attend 

The course is open to supervising attorneys, division or branch 
chiefs, General Counsels and their assistants, and other attorneys 
who are supervising professional or paraprofsastonal employees 
in an agency legal office. Attorneys at the G&-14 level and above 
(or equivalent) will be given priority; attorneys at the GS-13 
level will be considered on a space available basis. 
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How To Make Nominations 

Nominations can be made to source C. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



INSTITUTE FOR NEW ATTORNEYS 
Civil Service Commission 

A 3-<luy program lo be conducted two times per year at the Civil 
Service Commission. 



Description 

This course will introduce participants to some of the principles 
involved in developing and implementing policies in the legal area 
and develop insights into the inter-relations of legal processes in 
the Federal Government, the functions and responsibilities of 
Government attorneys, and their impact on the work of Govern- 
ment agencies. Participants will gain knowledge of policies, pro- 
cedures, regulations, and laws affecting their work, and n better 
understanding of the operations and organization of Federal 
Government. They will be better able to serve their c*£.mcies in 
counseling, advising, litigating, and decisionmaking. 

Who May Attend 

Participation will be open to approximately 40 attorneys with 
two years or less service in government agencies. 

How To Make Nominations 

Nominations can be made to source C. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 
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Description 

The program “Ideas, Issues and Opinions in Law” is organized 
into i*:v»»ral distinct series each focusing on discreet areas of law. 
Each series is conducted independently of the others to cover an 
area of law in which Federal Government attorneys are engaged. 
There will be four to six sessions of approximately three hours 
duration in each series. The sessions will be spaced at least one 
week apart and each will feature either recognized authors in 
the field, prominent Government officials and other authorities, 
and judges or practitioners involved in precedent-setting cases. 
These resource people will present and discuss their writings and 
ideas, review policies and actions, and comment on cases and 
opinions in a dialogue with the participants. Preparatory ma- 
terials, such as books and articles, will be sent to each participant 
in advance of each session. 

The following series illustrate the areas that are covered in the 
program : 

• Government Regulation of the Economy 

• Civil Rights, Civil Liberties and Race Relations 

• Consumer Law 

Who May Attend 

Participation is open to attorneys in grades GS-13 and above (or 
military and non-GS equivalents). Attorneys in other grade levels 
may be accepted if space is available. 

How To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 





Other Information 

Separate nominations are required for each series in the program. 



IIKARING EXAMINERS AND THE REGULATORY 
PROCESS: CURRENT ISSUES, PROBLEMS AND 
DEVELOPMENTS 

Cevil Service Commission 

One 6-day xcsbion to he conducted annually in residence. 

Description 

This program is conducted for hearing (trial) examiners, and it 
is developed to assist in meeting the broad and continuing educa- 
tional and developmental needs of the hearing examiners. The 
design of the course, the teaching techniques employed, and the 
background of the resource people will contribute to the enlarge- 
ment of judicial acumen regarding the characteristics and es- 
sential qualities of the following: 

A. The hearing examiner’s role in Government, the agency 
to which he is attached and the society which is affected 
by the decisions which he makes. 

B. The economic, social, and political systems, how they 
operate and change, and how hearing examiner activity 
relates to these systems. 

C. The functions and processes of regulation and the relation- 
ships between regulatory responsibilities, governmental 
programs and quasi-judicial activities. 

D. The administrative and structural aspects of organiza- 
tions, how these effect the hearing examiner and relate to 
his ow n needs for administrative skills. 

E. The developments in law, including those in the Admin- 
istrative Procedures Act, concentrating on matters such 
as (a) the judicial aspects of the hearing examiner 
activity and (b) the court and agency decisions affecting 
the limits of the examiner’s discretion and authority. 

F. Philosophy and logic, in addition to scientific and tech- 
nological aspects of law and government and the activity 
of the hearing examiners concerned. 



O 

ERIC 



92 



ice 



Who May Attend 

Participation is open to attorneys and other specialists who 
develop, review, draft, or manage legislation, and others directly 
involved in their agency’s legislative function. Participants should 
be at the GS-13 level and above or equivalent. Consideration will 
be given to personnel at other grade levels based on work ex- 
perience and level of responsibility. 

How To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



CONGRESSIONAL BRIEFING CONFERENCE 
Civil Service Commission 

A 2-day course conducted on Capitol Hill, Washington, D.C. 

Description 

This two-day course is especially tailored for selected agencies. 
It provides intensive in-depth discussions and study of the inter- 
relations of the agencies with the Congress. Emphasis is given to 
the operations of congressional committees involved in the au- 
thorizing and appropriations legislation of the agencies for whom 
the course is designed. Primary attention is given to such areas 
as how legislative priorities are set; how substantive and ap- 
propriation legislation of the target agency is processed; how 
conflicts in an agency’s legislative program are resolved at the 
departmental, OMB, and congressional levels. 

The course is conducted in a workshop manner where agency 
personnel and congressional committee staff personnel examine 
common problems and develop meaningful work relationships. 
Members of the Congress also serve on the instructional staff 
when their schedules permit. 

Who May Attend 

Agency personnel such as program managers, budget officers, 
liaison specialists, division and bureau chiefs and others with 
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equivalent program or staff responsibility have found the course 
very beneficial. Generally participants should be at the GS-14 
level and above or the equivalent. 

I low To Make Nominations 

Agencies are contacted to establish the dates when a Briefing 
Conference will be conducted and information regarding nomina- 
tions are sent directly to the respective agencies. Nominations 
should be submitted by authorized agency representatives to The 
Director, General Management Training Center, U.S. Civil Service 
Commission, Washington, D. C. 20415. See source C on page 
vi. Confirmation of accepted nominations will be made in 
advance of the program. Deadline dates for receipt of nomina- 
tions and confirmation of acceptance will be arranged with the 
respective agencies. 

Nomination procedures are listed on page v. 



AN INSTITUTE IN THE LEGISLATIVE FUNCTION 
Civil Service Commission 

Thia 5 -day course will be conducted three times in Washington, 

D.C. during Fiscal Year 1973. 

Description 

This institute is designed to provide an intensive introduction to 
the organization, operation, and responsibilities of Congress. The 
role of Congress and its relationships to the executive branch will 
be stressed. The objective is to help career administrators at 
middle grade levels acquire an increased understanding of the 
legislative function and its direct and indirect effect on executive 
branch operations. 

Who May Attend 

Nominees for this program should be career employees, GS-9 
through GS-13, (or equivalent). Persons eligible for nomination 
include: those in line management; unit chiefs and deputies, or 
those with equivalent responsibility; and those engaged in sup- 
port of staff occupations such as budget preparation, manpower 
analysis, policy development and mission determination. In addi- 
tion, each nominee should have recognized competence and po- 
tential and be one whose service in the government can be 
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expected to continue for a significant period of time. State and 
local government employees and military personnel are eligible. 

How To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



INTERVIEWING TECHNIQUES FOR CIVIL RIGHTS 
INVESTIGATORS 

Civil Service Commission 

A 3-day program be hcbl al the Civil Service Con.n.i»*ion, 
Washington, D.C. Dates will be announced later. 



Description 

Contract Compliance officers and Title VI Investigators spend s 
arge part of their time in the field interviewing contractors 
prograni managers, employees, program recipients, local officials 
civil rights leaders, and other persons connected with complaints 
being investigated. Their reports and conclusions usually depend 
quite heavily on these interviews. Productive interviews can onh 
be conducted when the interviewer has the necessary skills and 
knows whom to interview, how to interview, how to write up ar 
interview and what preparations to make prior to an interview. 
This course will be designed to equip the civil rights investigator 
with these skills. By means of lectures and role playing it will 
acquaint the investigator with sources of community data neces- 
saiy for background material, with the actual mechanics of good 
interviewing, and with suggested forms for recording the inter- 
view. It will be oriented towards civil rights investigation al- 
though much of the content will be relevant to other types of 
investigations. . 



Who May Attend 

The program is intended primarily for Contract and Title VI 
Compliance Officers. 
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How To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Cont.nct your Training Oflice for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



LEGISLATIVE OPERATIONS UOIJNDTARLE FOR 
EXECUTIVES 

Civil Service Commission 

Two 5-day WMtiontt during the 3rd mid 4th quarters in fisenl year 
1973, in Washington, D.C. 



Description 

The Roundtable is designed to provide Federal career executives 
with increased knowledge of the organization and operations of 
the Congress, the interrelationships between the legislative and 
executive branches, and the connection between legislative func- 
tions and agency program activities. Topics for roundtable dis- 
cussions will focus on: powers, functions, and organization of 
the Congress; politics and congressional action; national policy 
formulation and pressures on the Congress; internal and external 
pressures on congressmen ; Federal Agency-congressional relations 
including appropriations, planning, and review of programs; 
trends and future of congressional executive relations within the 
American political system. 

Who May Attend 

Participation is open to about 30 Federal, State and local govern- 
ment employees, and military executives who are at the GS-14 
level (or equivalent) and above. 

How To Make Nominations 

Nominations can be made to source C. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. See nomination procedures on page v. 
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MIDDLE MANAGEMENT INSTITUTE 
Civil Service Commission 

A 5 -day procram offered 5 limes per year al the Civil Service 
Commission, 1900 E Street NW. 

Description 

The institute will provide a broad view of Government operations 
and the functions of management. It will serve as an updating 
experience and review for the experienced manager, and an intro- 
duction for the new manager. The institute is built around core 
subject matter of fundamental modern management theory and 
practice. Emphasis is given the functions of planning, con- 
trolling, organizing, staff?*'#, ct mmunicating, directing, and de- 
cision-making. Other topics, may be included to give current 
perspective or because of their particular topical • interest. Ex- 
amples of these might be programming, budgeting systems, 
intergovernmental relations, and science and Government. Guest 
lecturers and small group workshops are the methods of presenta- 
tion. Assigned readings are also provided. 

Who May Attend 

Yiie institute is designed for persons serving in management fields 
or programs, GS-11 to GS-14, or equivalent, who have demon- 
strated ability and shown potential for holding more responsible 
management positions. 
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How To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

Other Information 

Substitutions of eligible participants may be made up to the 
beginning of the program. 
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MANAGEMENT INSTITUTK FOR SUPERVISORY 
SCIENTISTS AND ENGINEERS 

Civil Service Commission 

A 5-iIuy urogram nflVml 2 limes per year al the Civil Service 
Commission, 1900 E Street NW. 

Description 

This institute is a survey of management concepts which allows 
the first line supervisor to become acquainted with the language 
and methodology of management The program will examine the 
special nature of the managerial job in R&D and other engineer- 
ing and scientific organizations by identifying the unique motiva- 
tional characteristics of technical personnel, by discussing the 
impact of organizational structure on the productivity of scientific 
and engineering groups, and by exploring the leadership patterns 
best designed to release and accelerate creativity. The program 
will also take up such topics as the flexibilities of the Federal 
personnel system in managing scientists and engineers, career 
development concepts, and the administrative practices which 
permit the most effective direction and control of technical 
projects. The staff for the program is drawn from Government 
agencies, leading industrial organizations, and universities. 

Who May Attend 

The program is intended for firstline supervisors in charge of a 
working technical group or individual scientists or engineers who 
are about to assume supervisory responsibility. Participants have 
generally been at the GS-11 through GS-14 level (or equivalent). 

How To Make Nominations 

Nominations can be made to source C. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 
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MANAGEMENT AND GROUP PERFORMANCE 
Civil Service Commission 

A 1-wcck program offered 3 limes per year m the Civil Service 
Commission, 1900 E Street NW. 



Description 

This course is designed to provide new and experienced managers, 
above the first level of supervision, with a greater insight into 
the nature of their jobs and with a conceptual framework which 
will allow them to approach the managerial job on a logical and 
rational, rather than an intuitive basis. Participants will analyze 
their jobs in terms of what they do, how they do it, and why they 
do it the way they do, and they will practice and evaluate other 
ways of performing the managerial job. Topics covered include: 
An analysis of the managerial job, how supervisory and man- 
agerial jobs differ, monitoring the managerial world, elements 
of successful negotiations with line and staff, managing conflict, 
inducing cooperation, and establishing, maintaining, and using 
communications. Precourse preparation includes assigned reading 
and answering a questionnaire dealing with the participants’ 
work activities. 

Who May Attend 

Since the course is designed specifically for managers, nominees 
should be above the first level of supervision; typically, they 
should direct the activities of subordinate supervisors and work 
groups. Within these guidelines, managers at GS-12 and above 
(or equivalent) may be nominated. The course provides an ex- 
cellent means for making the transition from the first to the 
second level of Management in Organizations. 

How To Make Nominations 

Nominations can be made at any time to source C. See page 
vk Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

Other Information 

Substitutions may be made up . ' the beginning of the program, 
but since substitutes who are designated late will be unable to 
complete the advance reading for the program, agencies are re- 
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quested to make as few substitutions as possible. Class size will 
be restricted to 20 participants. 



Description 

This institute is designed to equip agency instructors to present 
the Civil Service Commission course, Management and Group 
Performance. The fundamental concepts supporting the course 
structure will be examined in detail. Workshop experience will 
be gained in dealing with the more difficult portions of the course. 
Participants who successfully complete the institute by demon- 
strating their understanding of the subject matter and their 
ability to present the material as specified will receive a copy of 
the Instructor’s Guide to Management and Group performance 
and a certificate authorizing them to instruct the course. 

Who May Attend 

Attendance is conditional upon prior attendance at a regular 
presentation of Management and Group Performance. A high 
level of skill in conference leadership is particularly important to 
successful performance. 

Iloiv To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

Other Information 

A minimum of six participants will be required to schedule an 
institute. 



MANAGEMENT AND GROUP PERFORMANCE: 
AN INSTITUTE FOR TRAINERS 



Civil Service Commission - 




A 4-day program o (Toped on an “as needed" basis at the Civil 
Sorvi ~ >i*»ionrf900 E Street NW. 
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MANAGEMENT AND THE NEW GENERATION 
Civil Service Commission 

A 3 -day program offered 5 limes per year al the Civil Service 
Commission, 1900 E Street NW. 

Description 

This new program is designed for managers and supervisors who 
must resolve on-the-job problems and conflicts with youthful em- 
ployees. Topics which will be explored include: the backgrounds, 
values, and occupational goals of college and non-college, white and 
blue collar, and minority group youth ; the leadership patterns, 
organizational structures and climates that release youthful 
creativity and productivity; how to establish communications 
with and obtain effective feedback from youth ; concepts of career 
development and adjustment for youthful employees and for the 
manager himself; what youth looks for from a supervisor. 

Through workshops, simulations and role-play, participants will 
have the opportunity to evaluate these topics in light of their own 
experiences as well as the views of their classmates and the young 
Federal employees who will participate in some of the sessions. 

Who May Attend 

This seminar is open to all first-level supervisors and mid-level 
managers who are interested in examining ways to increase 
effective management of young people. 

How To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



ADMINISTRATIVE OFFICER SEMINAR 
Civil Service Commission 

A 5-day program offered five lime* per year at the Civil Serviee 
Commission, 1900 E Street NW. 

Description 

This new program is designed to increase new administrative 
officers’ knowledge and understanding of their integrative, sup- 
portive and liaison roles in today’s complex technical and social 
management systems. Topics to be explored include; personnel 
management and liaison with the personnel office; space utiliza- 
tion and management; procurement and contract administration; 
travel and transportation management; management analysis and 
report writing; funds management; techniques of effective 
negotiation ; planning, communication, problem-solving and de- 
cision-making. 

Lecture-discussions and workshops, planned to lead toward more 
effective coordination of the administrative officers’ functions, 
will involve participants in examining and developing their inter- 
personal job skills as well as their administrative abilities. 

Who May Attend. 

This seminar is open to new administrative officers at GS-13 
level (or equivalent). The course is appropriate also for more 
experienced administrative officers who are interested in expand- 
ing their coordinative skills. 

How To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page 7 . 
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contracting for the scientist and 

ENGINEER 

Civil Service Commission 

A 3-day program offered once a year and additional courses as 
needed at the Civil Service Commission, 1900 E Street NW. 



Description 

Substantial controversies measuring into multimillion dollars 
yearly result from an inadequate knowledge of government pro- 
curement processes which in turn result in a lack of adequate 
coordination among scientists, their contracting officers and the 
contractors. This program is designed to allow the scientist or 
engineer who is responsible for the technical aspects of a contract 
to better communicate with his organization’s contracting officer 
through improved understanding of contracts and contracting. 
Topics to be discussed include: procurement responsibility and 
authority as it pertains to laws, and implementations, the con- 
tracting officer and his representatives, the principal of agency 
and the technical role. The procurement process which includes 
program planning and funding authorities ; the request for pro- 
posal (scope of work-purposes, content, and impact) ; and miscel- 
laneous matters of concern such as competition vs. sole source, 
evaluation of proposal, approval and determinations required, and 
the characteristics of a contract; the award and on-going process 
including technical surveillance and coordination, technical and 
; administrative changes, allowable cost and limitation thereof, 
rights in technical data, and a follow-on plan. 

Who May Attend 

This seminar is open to all scientists, engineers, and scientific 
administrators interested in improving their contracting knowl- 
edge. 

How T o Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



GRANTS ADMINISTRATION SEMINAR 
Civil Service Commission 

A series of l-flay programs offered hy the Civil Service Com- 
mission in Washington, D.C. 

Description 

Each one-day program in this series will be devoted to a different 
topic of interest to grants administrators and managers. Knowl- 
edgeable authorities from Federal departments, the Office of 
Management and Budget, State and local governments, and other 
relevant organizations will explain and discuss old and new pro- 
grams, policies, and requirements which affect Federal grants 
and the officials who administer or manage them. Among topics to 
be covered will be interagency coordination, the impact of de- 
centralization, A95, organization of review procedures, revenue 
sharing, etc. Since each session will cover one topic and is rela- 
tively independent of the other, grants specialists can choose those 
sessions of value to them personally. Specific information on each 
session will be contained in the announcements distributed before 
the first session. 

Who May Attend 

Nominees may be employees of any governmental agency — Fed- 
eral, State, or local — responsible for the administration and man- 
agement of grant prog rams. 

How To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



Management Intern 



Civil Service Commission 

The following group of interagency courses are offered by the 
Civil Service Commission to supplement agency training pro- 
grams for Management Interns and others in comparable pro- 
grams. The Management Intern Lecture Program, which is 
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designed as a general introduction to the government as a place 
to build a career, is appropriate for all interns regardless of their 
educational background. Other courses are intended to supplement 
individual education and experience in government and manage- 
ment. An opportunity is thus provided for combining into a 
training program those courses geared to an intern’s specific 
needs. Agencies are therefore urged to counsel with their interns 
and to nominate them for those courses which will best help them 
prepare for a management career in the public service. 



THE DYNAMICS OF GOVERNMENT 
Civil Service Commission 

A 3-day course offered twice a year by the Civil Service Com- 
mission, Washington, D.C. 

Description 

This course is designed to introduce interns with little or no 
political science background to the workings of the Federal Gov- 
ernment. It will utilize guest lecturers, panels, and discussions to 
describe how policy and legislation is conceived, debated, leg- 
islated or promulgated, interpreted, and administrated. It will 
provide a look at the relationships existing among the several 
branches of the Federal Government and between the Federal, 
State and local governments. Attention will be given to the impact 
of these processes and relationships on the bureaucracy and the 
day-to-day work of the civil servant. The course will be limited 
to 30 participants. 

Who May Attend 

All persons appointed from the Management Intern register of 
the Federal Service Entrance Examination are eligible for nomi- 
nation. In addition, all employees participating in an agency 
intern program at the management entry level are eligible, 
regardless of whether or not appointed from the management 
intern register. Other employees, GS-5 through GS-9 or equiva- 
lent, may be nominated provided the individual is being developed 
for assumption of management responsibilities and the qualifica- 
tions of the individual match those expected of management 
interns. 



Calendar which provides course dates, cost, and location of train 
mg course. 

See nomination procedures on page v. 



FUNDAMENTAL MANAGEMENT TECHNIQUES 
Civil Service Commission 

A 3-day com** offered twice a year by the Civil Service Com- 
mission nsliiugiou, D.C« 

Description 

This course provides a basic knowledge of several management 
techniques useful to any intern starting a career with the Govern- 
ment. It is designed to equip interns with specific skills essential 
to their development as managers. Among the areas to be covered 
will be planning, scheduling, and controlling of work. PERT 
and other graphic planning devices, problem solving models, 
scheduling forms, and controlling methods will be discussed in 
lectures and workshops. To insure maximum involvement of the 
Sr.udents, each session will be restricted to 30 participants. 



Who May Attend 

All persons appointed from the Management Intern register of 
the Federal Service Entrance Examination are eligible for nomi- 
nation. In addition, all employees participating in an agency 
intern program at the management entry level are eligible, re- 
gardless of whether or not appointed from the Management In- 
tern register. Other employees, GS-5 through GS-9 or equivalent 
may be nominated provided the individual is being developed for 
assumption of management responsibilities and the qualifications 
of the individual match those expected of management interns. 

How To Make Nominations 

Nominations can be made :o source C. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 
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INTRODUCTION TO PUBLIC ADMINISTRATION 
Civil Service Commission 

A 3-day course offered twice <i year liy the Civil Service Com- 
mission, Washington, D.C. 



Description 

This course will serve as an introduction to the field of Public 
Administration for those interns who have had no training in this 
area. It will cover the history, development, and current status 
of Public Administration, devoting attention to general aspects of 
organization theory, line-staff relationships, interagency coordina- 
tion, communication, and the personnel, budgeting, and planning 
functions, especially as all these relate to the Federal Government 
and its changing relationships with State and local governments. 
It will be limited to 30 participants in an effort to maximize 
general class participation. 

Who May Attend 

All persons appointed from the management intern register of 
the Federal Service Entrance Examination are eligible for nomi- 
nation. In addition, all employees participating in an agency 
intern program at the management entry level are eligible re- 
gardless of whether or not appointed from the management intern 
register. Other employees, GS-5 through GS-9 or equivalent, may 
be nominated provided the individual is being developed for as- 
sumption of management responsibilities and the qualifications of 
the individual match those expected of management interns. 

How To Make Nominations 

Nominations can be made to source C. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 
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management introduction to AD;> 

MANAGEMENT INTERNS 



FOR 



Civil Service Commission 



A 3-day seminar to he conducted 
Commission, 1900 E Street NW. 



twice a year at the Civil Service 



Description 

The rapidly growing capabilities and numbers of electronic com- 
puters, as well as the expanding diversity and complexity of ADP 
applications .require that government employees in all manage- 
ment fields have a sound basic knowledge of ADP It is par 
ticularly important that the future leaders of government the 
management interns of today, grasp at the outset of their careers 
the limitations and potential of ADP as a management tool. 

The Management Introduction to ADP for Management Interns is 
intended to provide the necessary background upon which a more 
extensive ADP understanding can be built. The program will 
cover both technical and managerial topics on an introductory 
level. However, the technical aspects of ADP in this program 
have been carefully selected on a priority “need to know” basis for 
the managers of the future. 



Who May Attend 

All persons appointed from the Management Intern Register of 
the Federal Service Entrance Examination are eligible for nomi- 
nation. In addition, all employees participating in an agency 
intern program at the management entry level are eligible re- 
gardless of whether or not appointed from the Management In- 
tern Register. Other employees at the GS-5 through GS-9 level 
(or equivalent), who are in career fields other than ADP man- 
agement, may be nominated provided the individual is being 
developed for assumption of management responsibilities. 



How To Make Nominations 

Nominations can be made to source A. See page v. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



PERSONNEL .MANAGEMENT FOR INTERNS 
Civil Service Commission 

A 3-day course to he held twice yearly at the Civil Service Com- 
mission training facilities, Washington, D.C. 

Description 

This course will provide an introduction to Federal personnel 
management for those just starting their careers in the Federal 
service. It covers the merit system and the major components 
comprising Federal personnel management: manpower planning 
and organization, staffing, classification, labor relations, training, 
and discipline and adverse actions. Current special emphasis and 
public policy programs will be emphasized. 

Who May Attend 

All persons appointed from the management intern register or 
the Federal Service Entrance Examination are eligible for nomi- 
nation. Other employees, GS-5 through GS-9 or equivalent, who 
are in career fields other than personnel, may be nominated 
provided the individual is being developed for assumption of 
management responsibilities and the qualifications of the individ- 
ual match those expected of management interns. State and local 
government employees in equivalent positions are also eligible to 
attend. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



SEMINAR ON MODERN MANAGEMENT THEORIES 
Civil Service Commission 

A 3-day couroc offered twice a year hy the Civil Service Com- 
mission, Washington, D.C. 

Description 

This course will provide an overview of management thought and 
research of the past 25 years. Lectures and discussions will focus 
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on the work and writings of such influential writers as Maslow, 
McGregor, Likert, Herzberg, Drucker, Odiorne, Hitch, Beckett, 
Reddin, and Downs. These will be used to illustrate recent find- 
ings in the area of motivation, communication, leadership, etc., 
to review the concept of “management by objectives,” and to 
introduce the “systems” concept of management. Emphasis will 
be on the practical application of these theories to the work 
situation of the Government manager. The seminar will be limited 
to 30 participants. 

W'ho May Attend 

All persons appointed from the Management Intern register of 
the Federal Service Entrance Examination are eligible for nomi- 
nation. In addition, all employees participating in an agency 
intern program at the management entry level are eligible, re- 
gardless of whether or not appointed from the Management 
Intern register. Other employees, GS-5 through GS-9 or equiva- 
lent, may be nominated provided the individual is being developed 
for assumption of management responsibilities and the qualifica- 
tions of the individual match those expected of management 
interns. 

How To Make Nominations 

Nominations can be made to source C. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



Supervision 

INTRODUCTION TO SUPERVISION 
Civil Service Commission 

A 1-wcck program offered 12 times a year. 

Description 

One of the. four first level supervisory courses, Introduction to 
Supervision, joins Basic Management Techniques I, Supervision 
and Group Performance and Basic Management Techniques II to 
form a comprehensive supervisory development program offered 
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by the General Management Training Center. This course is de- 
signed to provide the new supervisor with a foundation in the 
principles and practices of supervising employees. It introduces 
him to the basic legal requirements affecting the management of 
government employees and to selected managerial concepts and 
techniques which can be studied at greater depth in the more 
advanced courses mentioned above. Topics covered include: Per- 
sonnel Management and the Supervisor; Merit Promotion; So- 
ciology of Work, Employee Management Cooperation ; Principles 
and Practice of Supervision; Dynamic Leadership; Processes of 
Problem Solving; Training for Results; Health Safety and Acci- 
dent Prevention; Equal Employment Opportunity; Improving 
Communication ; Self-Development. 

Who May Attend 

This course is designed for the employee who is about to or has 
recently made the transition to a first level supervisory position. 
It is also of benefit to experienced firstline supervisors who have 
not yet had formal training. State, municipal, and local govern- 
ment supervisors are eligible for this course. 

How To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dales, cost, and 
location of training course. 

See nomination procedures on page v. 



INTRODUCTION TO SUPERVISIONS AN 
INSTITUTE FOR TRAINERS 

Civil Service Commission 

A 4-day program offered on an “as needed" basis. 

Description 

The Institute for Trainers is for the purpose of developing in- 
structors to lead Introduction to Supervision. Course materials 
and supporting information are examined in detail, and members 
practice by leading various sections of the course. Each practice 
session is followed by a critique. Instructors successfully com- 
pleting the institute will be presented copies of the Instructors’ 
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Guide and will be certified as instructors of Introduction to 
Supervision. 

Who May Attend 

Prior attendance of regular presentation of Introduction to Super- 
vision is required for participation in an Instructors Institute. 
Skill m conference leadership is important for successful per- 
formance. 

How To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

Other Information 

A minimum of six participants will be required to schedule an 
institute. State, municipal, and local government supervisors are 
eligible to attend this institute. 



BASIC MANAGEMENT TECHNIQUES I 
Civil Service Commission 
A 1-week program offered 12 limes a year. 

Description 

This course will examine in considerable detail the management 
processes of planning, scheduling, organizing, and controlling. 
Each topic will be presented by lecture, demonstration and brief 
reading followed by supervised workshop experience. The aim in 
every case is the development of a specific management skill. 
Topics to be covered include: The Responsibilities of Supervisors; 
the Planning Process; the Rationale of Organization; Basic De- 
partmentation ; Assignment of Work and Work Distribution; the 
Scheduling Process; Principles of Direction; the Order Giving 
Process; Simplified Critical Path Method; Control Techniques; 
Graphic Planning Devices (including “Gantt” charts and Docu- 
ment Distribution Charts) ; and Planning Personnel Time. Basic 
Management Techniques I, together with Introduction to Super- 
vision and Group Performance, and Basic Management Tech- 



niques II are designed for use in establishing management 
development programs for firstline supervisors. 

Who May Attend 

The program is designed for firstline supervisors, and is not 
recommended for those in nonsupervisory staff positions. 

How To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

Other Information 

State, municipal, and local government supervisors are eligible 
for this course. 



BASIC MANAGEMENT TECHNIQUES I: AN 
INSTITUTE FOR TRAINERS 

Civil Service Commission 

A 3-day program offered on an “a* needed” basis. 



Description 

This institute is designed to equip agency trainers to present the 
Civil Service Commission course: Basic Management Techniques 
I. The course materials and supporting information will be ex- 
amined in detail, followed by discussion and workshop experience 
with the more difficult portions of the course. Instructors success- 
fully completing the institute will be presented copies of the 
Instructor’s Guide and will be certified as instructors for Basic 
Management Techniques I. 

Who May Attend 

Attendance is conditional upon prior attendance in a regular 
presentation of Basic Management Techniques I. A background 
in management analysis or associated management staff activities, 
is important to presenting the course successfully. 
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How To Make Nominations 



10 source u. See 



Nominations can be made at any time 

»L/^ n n aC, . ) T^T ra i ninE 0ffice for c ° a ™ owouncem,,,! 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 



See nomination procedures on page v. 



Other Information 



A minimum of six participants will be required 
institute. State, municipal, and local government 
eligible to attend this institute. 



to schedule an 
supervisors are 



SUPERVISION AND GROUP PERFORMANCE 
Civil Service Commission 

A 1-week program offered 12 tin«e» a year. 



Description 

Supervision and Group Performance will introduce experienced 

recent finding ™ 7 ™** ° f effecth ' e su P ervisi °n. based on 
recent findings of social science research. Brief presentations or 

readings and group participation exercises are followed by a 

thpTnni^fl* CUSS i?v. 0f 6aCh t0pical area ’ and P arti cipants analyze 
the application of the concepts to practical supervisory situations. 

opics covered include: The Job; Placement and Promotion ; Why 
People Behave as They do; Leadership; Why Groups Act as They 
Do, Analysis of a Work Situation; Steps to Supporting and 
Remedying; Steps to Major Change ; Orientation of New Work- 
ers; Learning; Performance Appraisal; and Discipline. Super- 
vision and Group Performance, together with Introduction to 
Supervision, and Basic Management Techniques I and II is de- 
signed for use in establishing management development programs 
for firstline supervisors. 



Who May Attend 

shonlH hi” 6 a - f ? supervisors - Accordingly, nomine, 

should be in direct charge of employees who do the work in the 

organization. Participants are divided into classes with simik 
tor wjuivalent) 6 . ' GS " 12 a " d bel ° W ° r GS “ U and abo ' 
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How To Make Nominations 



Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
locaiton of training course. 

See nomination procedures on page v. 

Ollier Information 

State, municipal, and local government supervisors are eligible 
for this course. 



SUPERVISION AND GROUP PERFORMANCE: AN 
INSTITUTE FOR TRAINERS 

Civil Service Commission 

A 4-day program offered “as needed.” 



Description 

This institute is designed to equip agency instructors to present 
the Civil Service Commission course: Supervision and Group 
Performance for agency supervisors. The fundamental concepts 
supporting the course structure will be examined in detail, fol- 
lowed by workshop experience with the more difficult portions of 
the course. Participants who successfully complete the institute 
by demonstrating their understanding of the subject matter and 
their ability to present the material will receive a copy of the 
Instructor’s Guide to Supervision and Group Performance and 
will be certified as course instructors. 

Who May Attend 

Attendance is conditional upon prior attendance at a regular 
presentation of Supervision and Group Performance. A high level 
of skill in conference leadership is particularly important to 
successful performance. 

How To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
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and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

Other Information 

A minimum of six participants will be required to schedule an 
institute. State, municipal, and local government supervisors are 
eligible to attend this institute. 



BASIC .MANAGEMENT TECHNIQUES II 
Civil Service Commission 

A l»week program presented 6 times a year* 

Description 

This course is designed to develop specific management skills and 
considers in detail the responsibilities of Federal service. Current 
Management theories, Concepts and Principles are explored as a 
basis upon which supervisors and managers might develop new 
and more effective ideas and skills in management and leadership 
practices. Emphasis is placed on overcoming communication 
breakdowns, guidelines for giving and receiving feedback, listen- 
ing techniques, principles of Federal budgeting, personnel man- 
agement, conference leadership, handling conflicts, problem 
solving and decision making. Course materials are presented by 
lecture, demonstration, brief reading and workshop experience. 
Basic Management Techniques II, together with Introduction to 
Supervision, Basic Management Techniques I, and Supervision 
and Group Performance, is designed for use in establishing man- 
agement development programs for firstline supervisors. 

Who May Attend 

The program is designed for supervisors GS-11, or equivalent, 
through GS-15. This course is designed for supervisors and is not 
recommended for those in nonsupervisory staff positions. 

How To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
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and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

Other Information 

State, municipal, and local government supervisors are eligible 
for this course. 



SUPERVISION OF LOW-SKILLED EMPLOYEES: 

PROBLEMS AND CHALLENGES 

Civil Service Commission 

A 5-day program offered 7 or more times a year. 

Description 

This course is designed for and has proven valuable to supervisors 
o workers whose backgrounds and lack of preparation have put 
them to a particular disadvantage in areas si^h as orientation to 
work, motivation to perform the job, adaptability to the work 
situation, and responsiveness to supervision. Moreover, the course 
is designed to recognize that many such workers might be at the 
entry level or might have remained fixed in their positions over 
a period of years; and as a result, may have needs for strengthen- 
ing their job expectations, self assessments, work habits, and 
preparation to take advantage of opportunities for Upward Mo- 
bility. The course equips the supervisor with guidelines, tools, 
and techniques of coaching and counseling the worker in order to 
meet these and other needs. Course content and subject matter 
are imparted through a variety of novel and interesting methods. 
For example, “fish bowl” discussion groups, case studies, work- 
shop exercises, films, and role playing involving supervision in 
situations that simulate real problems. 

Who May Attend 

The course is designed to meet the needs of supervisors at any 
level who have responsibility for the orientation, training and 
development and work performance of low-skilled workera, entry 
level workers, and Upward Mobility candidates. In addition, the 
course is responsive to the needs of supervisors, group leaders or 
foremen of wage rate workers in low-skilled jobs. Employees 
acting in or preparing for supervisory responsibility in the above 
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areas will also find the course a relevant part of their own train- 
ing and development. 

Hour To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

Other Information 

State, municipal, and local government supervisors are eligible 
for this course. 



SUPERVISION OF LOW-SKILLED EMPLOYEES: 
AN INSTITUTE FOR INSTRUCTORS 

Civil Service Commission 

A 3-day program offered “as needed.” 



Description 

The institute is designed to provide direction and guidance to 
prospective instructors of the course. Supervision of Low-Skilled 
Employees. An indepth examination of the subject matter is made 
in order to reinforce comprehension of the theories, principles, and 
rationale underlying the course concepts. In the practicum, each 
participant is afforded several opportunities to present segments 
of the course material, assimilating the techniques utilized and 
the conditions found in an actual training setting. Presentations 
are taped on a video recorder for subsequent playback in order 
that the participant might make self-appraisals and observations 
of his performance. Following his presentation, the participant 
has the benefit of oral critiques. Upon successful completion of 
the institute, participants will receive a copy of the Instructor’s 
Guide to Supervision of the Low-Skilled Employees and will be 
certified as course instructors. 

Who May Attend 

The course is designed to be responsive to the needs of prospective 
instructors of the course, Supervision of Low-Skilled Employees. 
Prior attendance at a regular presentation of Supervision of 
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Low-Skilled Employees is a prerequisite for attending the in- 
stitute. 

Hour To Make Nominations 

Nominations can be made at any time to source C. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

Other Information 

A minimum of six participants will be required to schedule an 
institute. State, municipal, and local government supervisors are 
eligible to attend this institute. 
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Labor Relations 



General Series 

Basic Labor Management Relations 

Introduction to Collective Bargaining Negotiations 

Labor Relations Briefing for Executives 

Labor Relations for Personnel Specialists 
Labor Relations For Supervisors 
Specialty Workshop Sefies 

Advanced Collective Bargaining Negotiations 

Labor Disputes and their Resolution 

Labor Relations Symposium for Executives 

Management Preparation for Collective Bargaining 
Workshop on Arbitration and Fact-Fnding 
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BASIC LABOR MANAGEMENT RELATIONS 
Civil Service Commission 



General Series 



A 5-day course held I'iiiiouthly at the Civil Service Commission, 

1900 E Street, N.W. 

Description 

This course on the dynamics of labor relations and collective 
bargaining is designed to provide a broad survey of collective 
bargaining for staff persons with a beginning or support function 
in labor relations. It is the basic foundation for the primary 
development of personnel who will be active in the field, and 
provides basic information and developmental training. 

Who May Attend 

This course is directed at staff persons who have an interest or 
will have direct or support functions in labor-management rela- 
tions programs. This principally includes personnel and labor 
relations officers. Other nominees may be considered on a space 
available basis. 

How To Make Nominations 

Nominations can be made at any time to source D. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides cour» dates, cost, and 
location of training course. 

See nomination procedures on page v. 
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INTRODUCTION TO COLLECTIVE BARGAINING 
NEGOTIATIONS 

Civil Service Commission 

A 5-da > course held fi%e limes a year at the Civil Service Com- 
mission, 1900 E Street, NW. 



Descriplion 

This course is designed to inform management participants about 
the concepts and principles of neg, Siting and implementing col- 
lective bargaining agreements. The course emphasizes the ne- 
gotiating process and stresses the understanding of principles, 
concepts and practices of contract negotiation and implementa- 
tion. 

Who May Attend 

The course is directed at members of the management team 
engaged or preparing to engage in handling collective bargaining 
negotiations and implementing the resulting agreements. Other 
nominees may be considered on a space available basis. 

I low To Make Nominations 

Nominations can be made at any time to source D. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



LABOR RELATIONS BRIEFING FOR EXECUTIVES 
Civil Service Commission 

A 1 -day course held bimonthly at the Civil Service Commission, 

1900 E Street, NW. 

Description 

This course is designed to orient government executives to the 
impact and implications of the collective bargaining process on 
agency management. Discussions will center the principle issues 
raised by collective bargaining. 
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Who May Attend 

This course is directed to government executives who currently 
have or will have dealings with labor organizations. 

Hour To Make Nominations 

Nominations can be made at any time to source D. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



LABOR RELATIONS FOR PERSONNEL 
SPECIALISTS 

Civil Service Commission 

A 3-day course held bimonthly at the Civil Service Commission, 

1900 E Street NW. 

Description 

This course is designed to orient personnel specialists to the im- 
pact of collective bargaining on personnel administration. It will 
examine the implications of collective bargaining for the merit 
systems and examine the role of the personnel specialist. 

Who May Attend 

This course is designed for the various functional specialists, 
(position classifiers, staffing specialists, etc.) in the broad field of 
personnel administration. 

How To Make Nominations 

Nominations can be made at any time to source D. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



126 



133 



LABOR RELATIONS FOR SI 'PER VISORS 
Civil Service Commission 

A 3-day course held monthly at the Civil Service Commission, 
1900 E Street, NW. 



Description 

This course is designed to prepare line supervisors and managers 
to deal with the union steward in the everyday environment. It 
stresses the basics of a public sector labor-management relations 
program, understanding the procedures established under a pro- 
gram, and understanding collective bargaining contracts and their 
bearing on and application to the work setting. 

Who May Attend 

This course is directed at the supervisor functioning or about to 
function under a labor agreement, whose day-to-day contact with 
employees and union stewards will require him to make decisions 
in applying the contract. Other nominees may be considered on 
a space available basis. 

liotv To Make Nominations 

Nominations can be made at any time to source D. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



Specialty Workshop Series 

ADVANCED COLLECTIVE BARGAINING 
NEGOTIATIONS 

Civil Service Commission 

A 5-day course held quarterly at the Civil Service Commission, 

1900 E Street, NW. 

Description 

This Specialty Workshop will focus on the skills needed to prepare 
for and conduct negotiations and to draft contract language, with 



127 

±34 



i 



emphasis on the negotiating process anil understanding the prin- 
ciples, concepts and practices of collective bargaining contract 
negotiation. 



Who May Attend 

This specialty course is directed at members of the management 
team participating in the conduct of collective bargaining ne- 
gotiations. Other nominees may be considered on a space available 
basis. Participants must meet established prerequisites. 



How To Make Nominations 

Nominations can be made at any time to source D See page 
^ Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 




LABOR DISPUTES AND THEIR RESOLUTION 
Civil Service Commission 

^ da J„ C ° UrSC hc,d ‘ ,uartcr,v »' ** Civil Service Commission, 

1900 E Street NW. 

Description 

This course is designed to prepare the management team in the 
an mg of iabor disputes and other militant actions by providing 
a foundation for a labor relations policy that stresses strike pre- 
vention and contingency plans and the resolution of strikes. 

Who May Attend 

This workshop is recommended to those managers and supervisors 
who are dealing or will have to deal with the problems of union 
group action including other militant group actions. Other nomi- 
nees may be considered on a space available basis. Participants 
must meet established prerequisites. 

How To Make Nominations 

Nominations can be made at any time to source D. See page 
vi. Contact your Training Office for course announcement 
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and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



LABOR RELATIONS SYMPOSIUM FOR 
EXECUTIVES 

Civil Service Commission 

A 3-dny course held quarterly at the Civil Service Commission, 

1900 E Street, NW. 

Description 

This course is designed to orient government executives to the 
impact of collective bargaining on them, the development of a 
management philosophy to utilize the collective bargaining process 
and their role in public sector labor relations. 

Who May Attend 

The course is directed at government executives to orient them 
to the impact of collective bargaining. Other nominees may be 
considered on a space available basis. 

How To Make Nominations 

Nominations can be made at any time to source D. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



MANAGEMENT PREPARATION FOR COLLECTIVE 
BARGAINING 

Civil Service Commission 

A 5 -day course held quarterly at the Civil Service Commission, 

1900 E Street NW. 

Description 

This course concentrates on two of the most crucial and frequently 
ignored areas of the collective bargaining process; namely, the 



Union Organizing Campaign and the Determination of an Ap- 
propriate Bargaining Unit. This course is designed to reflect 
management’s interests in these areas while at the same time 
conforming to the intent of E.0. 11491. 

Who May Attend 

This course is directed to those management officials who have or 
will have a decision making function relating to unit determina- 
tion and managements’ position on the organizing campaign. The 
course is also directed at officials who will be responsible for the 
preparation and presentation of unit determination and unfair 
labor practice cases. 

How To Make Nominations 

Nominations can be made at any time to source D. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



WORKSHOP ON ARBITRATION AND 
FACT-FINDING 

Civil Service Commission 

A 4-day course held quarterly at the Civil Service Commission, 

1900 E Street NW. 

Description 

This three-day course is designed to train management and the 
management specialist to investigate, gather and prepare the 
appropriate information and data for presentation of such cases. 
It goes into the techniques of preparation and presentation and 
the procedures involved. 

Who May Attend 

This course is directed to those at the management level whose 
function is to prepare and present the case or briefs on arbitration 
or fact-finding cases, along with other memorandums which may 
be necessary. Other nominees will be considered on a space avail- 
able basis. Participants must meet established prerequisites. 
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How To Make Nominations 

Nominations can be made at any time to source D. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 
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Accounting, Auditing and Budgeting 

ACCRUAL ACCOUNTING PROCEDURES IN 
FEDERAL AGENCIES 

Civil Service Cununission 

A 3-day course offered bimonthly in Washington, D.C., and 
other major U.S. cities* 



Description 

This course facilitates the transition to Governmental accounting 
for those persons whose past accounting experience or training 
has been in the private sector. It acquaints the participants 
with “fund accounting” procedures for those transactions which 
have no counterpart in the private sector (i.e., allotments, ap- 
portionments, commitments, and obligations). Two practice case 
studies, Illustrative Agency and Representative Agency dem- 
onstrates how typical transactions are recorded in double-entry 
form, their effect on various accounts, and the resulting financial 
statements (i.e., the Statement of Financial Position, and the 
Statement of Operations, and the Statement of Changes in Gov- 
ernment Equity). 

Who May Attend 

There are no grade restrictions for participation; however, the 
course presumes some knowledge of elementary bookkeeping or 
accounting. The course is particularly suitable for recent hires 
or others about to embark on a career in financial management 
(i.e., accounting, auditing, or budgeting), and whose past ac- 
counting education and training has been in the private sector. 
Those who have little or no knowledge in either bookkeeping or 
accounting should apply for the 5-day elementary course, Govern- 
mental Bookkeeping and Accounting. 

Mow To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
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and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



AUDIT MANAGER SEMINAR ON GAO 
REQUIREMENTS 

Interagency Auditor Training Center 

A 2-ilay seminar to he given nt the Wowlmout Building, 6th 
Floor, 8120 Wooriiiiout Ave., Washington, D.C. 20014. 



Description 

Enrollees of this seminar will review and examine GAO require- 
ments on : 

Accounting Principles and Standards for Federal Agencies and 
Departments. 

Internal Auditing in Federal Agencies and Departments. 

Obstacles and proposed solutions relative to above-mentioned 
requirements will be discussed. 

Who May Attend 

This seminar is recommended for audit managers who have lead- 
ing roles in the direction of their offices’ audit activities. GS-13/16 
level suggested, or the equivalent. 

How To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Woodmont Building, 6th Floor, 8120 Woodmont 
Ave., Washington, D.C., 20014, not later than 2 weeks prior to 
the course. For further information, call Registrar, Interagency 
Auditor Training Center, (301) 495-6351 or IDS Code 179-6351 



BUDGET FORMULATION 
Civil Service Commission 



Will be offered several limes in Washington, D.C. and inter- 
mittently in major U.S. cities. 



Description 

This course provides a clear understanding of the processes of 
budget formulation and carries the student step-by-step through 
the logical progression from the basic to the more complex aspects 
of planning, estimating, consideration of alternatives, and final 
preparation of an effective budget document. This is a show-tell-do 
course in which the participants have an opportunity to practice 
and perfect the use of the budget formulation techniques taught. 

Who May Attend 

This course is for budget and financial officials who need to learn 
how to formulate a Federal budget and for other personnel who 
need to know how this vital task is performed. As a general rule, 
the participants are at the GS-5 through GS-11 levels, however 
the class is open to persons above this level if this training is 
needed to improve their performance. 

How To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. Nominations for 
those wishing to attend the course in other cities should be sub- 
mitted to the nearest U.S. Civil Service Commission Regional 
Training Center. See page 273. 



BUDGET PRESENTATION AND JUSTIFICATION 
Civil Service Commission 

Several sessions will be ottered in Washington, D.C. and inter- 
mittciitly in major U.S. cities. 



Description 

This course teaches the participants how to: 

• effectively assist in the development of their agency’s 
budget justifications. 

• present or provide technical assistance for the presenta- 
tion of their agency’s budget before the Office of Manage- 
ment and Budget and the Congressional Appropriations 
Committees. 

• understand more fully the necessary elements which must 
be included in the budget submission to receive favorable 
consideration. 

This course teaches and provides practice in the techniques of 
budget presentation and justification. The participants are or- 
ganized into "agency teams” which prepare and submit their 
budget before “OMB Examiners" and “Congressional Appropria- 
tions Committees” made up of their classmates. Each submission 
is critiqued by the class and suggested improvements discussed. 
Tim course lasts nine days— one full week and four days in the 
following week . 

Who May Attend 

This course is for persons who assist in the preparation and/or 
presentation of their agency’s budget submission. Normally par- 
ticipants have been at the GS-12 or above level, however em- 
ployees below this level will be accepted provided they understand 
the budget formulation process and are able to take up where 
this course begins. New employees should attended Budget Formu- 
lation before attending this course. Higher level programs and 
staff managers should find this course valuable in developing 
their budget understanding. 

How To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 
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See nomination procedures on page vi. Nominations for 
those wishing to attend the course in other cities should be sub- 
mitted to the nearest U.S. Civil Service Commission Regional 
Training Center. See page 273. 



DEVELOPMENT OF INDIRECT COST ALLOCATION 
FLANS FOR STATE AND LOCAL GOVERNMENTS 
UNDER ROR CIRCULAR A-87 

Interagency Auditor Training Center 

A 2'ilay Course lo lie given nt the Woodmont Rnilding, 6th Floor, 
8120 Wooilmont Ave., Washington, D.C. 20014. 



Description 

This course is designed to assist the State and local auditor to 
understand and prepare the required plans. 

Who May Attend 

The course is recommended for State and local auditors and 
accountants who will be required to follow the requirement of 
BOB Circular A-87. 



How To Make Nominations 

Nomination-Registration for Training, Optional Form 37 or 
letter, should be submitted for each nominee to Registrar, Inter- 
agency Auditor Training Center, Woodmont Building, 6th Floor, 
8120 Woodmont Ave., Washington, D.C. 20014, not later than 2 
weeks prior to the course. For further information, call Registrar, 
Interagency Auditor Training Center, (301) 495-6351 or IDS 
Code 179-6351. 



EFFECTIVE GOVERNMENTAL AUDITING I 
Interagency Auditor Training Center 

A 5-dnv program to be given at the Woodmont building, 6th 
Floor, 8120 Woodmont Ave., Washington, D.C. 20014. 

Description 

This course is designed primarily for the auditor who is relatively 
new in Government service. The experienced auditor who desires 
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refresher training will also find this course beneficial. The course 
deals realistically with responsibilities, duties, and tools of audi- 
tors. Although this course is not a prerequisite for the course, 
Effective Governmental Auditing II,” both courses do comple- 
ment each other. Mastery of concepts and procedures of the two 
courses will form a base upon which a successful audit career may 
be built. Coverage includes : 



Success Factors iii Auditing 
The Audit Cycle 

Professional Ethics and Audit Standards 
Internal Auditing Responsibilities 
Internal Controls— Characteristics 
Audit Preparatory Work — Survey Techniques 
Essentials of Good Workpapers 
Introduction to ADP Auditing 
Interviewing Techniques 
Professional Development 



Who May Attend 

This course is specifically recommended for the GS-5/7 (or the 
equivalent) auditor who has recently entered Government service. 
The more experienced auditor who may desire a refresher course 
will also find this training beneficial. 



How To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Woodmont Building, 6th Floor, 8120 Woodmont 
Avenue Washington, D.C. 20014, by not later than two weeks 
prior to the beginning date of the course. For further information, 

OTKi^'fnJ 1 Audit ° r Training Center « (301) 495- 
6351, or IDS Code 179-6351. 



EFFECTIVE GOVERNMENTAL AUDITING II 
Interagency Auditor Training Center 

ri 5 <l “o.o« OKram *° bc Rivc " al ,hc Woodmont Building, 6th 
rioor, 8120 Woodmont Avc., Washington, D.C. 20014. 



Description 

This course and "Effective Governmental Auditing I” are devised 
for the auditor who is comparatively new in Government service 
or who desires a refresher course. Although the Auditing I course 
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is not a prerequisite to this course, it is highly desirable that the 
newly-employed auditor take both courses. This course deals with 
audit techniques and tools other than those covered in “Effective 
Governmental Auditing I.” Statisfactory cdmpletion of both 
courses provides a base upon which a successful audit career may 
be built. Coverage includes : 

Findings — Characteristics, Materiality, Development and Presentation 
Elements of Finn* Charting — An Audit Tool 
Probable Areas of Findings 

Weaknesses Whieh Prevent Auditors From Realizing Their Full 
Potentialities 

What Management Expects of the Internal Auditor 
Budgeting and Appropriation Processes 



Who May Attend 

This course is specifically recommended for the GS-5/7 grade 
auditor or the equivalent, who has recently entered Government 
service. The more experienced auditor who desires a refresher 
course will also find this training beneficial. 

Ilow To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Woodmont Building, 6th Floor, 8120 Woodmont 
Ave., Washington, D.C. 20014, 2 weeks prior to the course. For 
further information, call Registrar, Interagency Auditor Training 
Center, (301) 495-6351 or IDS Code 179-6351. 



THE FEDERAL BUDGET PROCESS 
Civil Service Commission 

Severn! 2-dn.v programs will be held in Washington, D.C. 



Description 

The course is for all Federal employees who need to understand 
the interfaces and interrelationships among those activities in- 
volved in budgeting. It is particularly helpful for those working 
in a professional position who are relatively new to the Govern- 
ment. However, new and old alike will profit. It provides the 
student with a general understanding of the function, history, and 
procedures of the Federal Budget Process. Readings, lectures, and 
discussions will cover the following topics : the place of budgeting; 
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its evolution ; general procedures in formulation, execution, and 
review; and roles played by the agencies, OMB and Congress. 

Who May Attend 

This course is open to any professional employee. It should be 
indispensable to all employees in financial management or ad- 
ministration positions who need to learn more about budget 
processes. It is particularly well suited for those entering the 
Federal service. 

How To Make Nominations 

Nominations can be made at any time to source E See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



FINANCIAL ASPECTS OF FEDERAL GRANT 
PROGRAMS 

Civil Service Commission 

This course will be conducted several times each year in Wash- 
ington, D.C., and intermittently in each of the Commission's 
Regional Training Centers. 

Description 

This course is for the large number of professional and technical 
employees who work with grant-in-aid programs performing the 
many functions necessary to achieve the goals of each grant pro- 
gram. It will help these individuals develop an understanding of 
the full of ant cycle. The major topics included are: 

• Pre-grant review and analysis of grant applications 

• Examination of grantee’s budget and staffing plan 

• Existence of third party contract and non-Federal 

required 

• Government furnished property 

• Developing and maintaining a grant file 
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• Federal commitment, obligation and expenditures pro- 
cedures 

• Funding the grant 

• Alternative funding methods 

• Grant cost principles 

• Monitoring the grant 

• Monitoring through reports 

• On-site evaluations 

• Closing out a Federal grant 

• Evaluation of grantee performance 

• The grantee’s financial report 

• Accounting for property 

• The final audit 

• Refunding a Federal grant 

Who May Attend 

This course is for Federal, State and local personnel who could 
benefit from an improved understanding of the grant cycle. It is 
particularly for professional and technical employees working 
with grant programs. New or less experienced employees will 
find this course will significantly speed up their learning of the 
grant process. It will also be beneficial for employees in lower 
grades who their agencies wish to move upward into technical 
or para-professional grant program positions. No grade restric- 
tion is set, however, senior or experienced grant officials are 
discouraged from attending. 

How To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 
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FLOW CHARTING AND ITS APPLICABILITY TO 
AUDITING 

Interagency Auditor Training Center 

A 3 -day course to lie given at the Woodmont Building, 6th 
Floor, 8120 Woodiuont Avc., Washington, d.c. 20014. 

Description 

This course treats the coverage of flow charting in depth through 
lectures, discussions and exercises. Audit connotations are ex- 
plained and illustrated. 



Who May Attend 

Course is recommended for selected auditors of more than average 

who will respond to dynamic and imaginative concepts 
of GS-9/15 grade level (or equivalent). 



How To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Woodmont Building, 6th Floor, 8120 Woodmont 
Ave., Washington, D.C. 20014 by no later than 2 weeks prior to 
the course. For further information, call Registrar, Interagency 
Auditor Training Center, (301) 495-6351 or IDS Code 179-6351. 



GOVERNMENTAL BOOKKEEPING AND 
ACCOUNTING 

Civil Service Coni mission 

A 5-day course offered several limes each year in Washington, 

D.C,. and other major U.S. cities. 

Description 

This elementary course is primarily for participants with little 
or no prior knowledge of bookkeeping or accounting. Some of the 
subjects covered are : 

(1) debits and credits, the essence of double-entry book- 
keeping ; 

(2) fundamental bookkeeping records; 
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(3) trial balance, statements of financial position, and state- 
ments of operation ; and 

(4) bookkeeping in the public sector vs. the private sector. 
Much of the course is devoted to an analysis of individ- 
ual transactions, the resulting journal entries, and their 
effect on different accounts. 

Who May Attend 

There are no grade restrictions for participation; however, the 
course is primarily for clerks, technicians, interns, and trainees 
with little or no prior knowledge of bookkeeping or accounting. 
Participants seeking more advanced training in the subject should 
consider another course offered by the Commission: Accrual 
Accounting Procedures in Federal Agencies. Prospective nominees 
should read announcements for these courses to determine the 
course best suiting their needs. The Management Sciences Train- 
ing Center staff may be contacted at 632-5600, or code 101-25600 
for further consultation in determining the most suitable course. 

How To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



HUMAN RELATIONS FOR AUDITORS 
Interagency Auditor Training Center 

A 3-da.v course to be given at the Woodmont Building, 6th 
Floor, 8120 W'oodinont Avenue, Washington, D.C. 20014. 

Description 

Human Relations for Auditors is designed to provide the auditor 
with a basic tool for promoting staff morale and productivity. 
A knowledge of human relations is essential for all auditors con- 
cerned with the growing complexity of management problems. 
The auditor will be able to work effectively with people if he is 
prepared to think about them in human terms. This course ulti- 
mately will introduce action steps for auditors in operating situa- 
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tions in order that better results may be realized in improving his 
interaction with subordinates, colleagues and superiors. 

Who May Attend 

This course is recommended for auditors of the GS-13/16 grade 
level (or equivalent). 

How To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Woodmont Building, 6th Floor, 8120 Woodmont 
Avenue. Washington, D.C. 20014, not later than two weeks prior 
to the beginning date of the course. For further information, call 
Registrar, Interagency Auditor Training Center, (301) 495-6351 
or IDS Code 179-6351. 



MANAGING FOR AUDITORS 
Iit!<>ragenry Auditor Training Center 

A 3-da.v course to |>c given nt the Woodmont Itiiildiug, 6th 
Floor, 8120 Woodmont Avenue, Washington, D.C. 20014. 



Description 

This course has been designed for the Audit Manager and Audit 
Supervisor who are directly responsible for the conduct of pro- 
gram and management audits. The key phases of the audit 

planning, programming, execution, reporting, and follow-up— will 
be covered in some detail. Each segment of the course will be 
presented by a highly qualified and experienced professional. 
The course has been organized to encouraged discussion and 
exchange of ideas and to enhance participants’ effectiveness in 
performing audits and reviews of Federal programs and opera- 
tions. 

Who May Attend 

This course is recommended for the audit manager and super- 
visory auditor of the GS-11/14 grade leve; (or equivalent) who 
participate in the planning, management, and reporting for 
management and program audits. 
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How To Make Nominations 



Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Woodmont Building, 6th Floor, 8120 Woodmont 
Avenue, Washington, D.C. 20014, not later than two weeks prior 
to the beginning date of the course. For further information, call 
Registrar, Interagency Auditor Training Center, (301) 495-6351 
or IDS Code 179-6351. 



OPERATIONAL AUDITING 
Interagency Auditor Training Center 

A 2-ilnv rnnrsr to lie given nt the WoihIiiioiiI Ruildiiig, 6tli 
Floor. 8120 Woodmont Ave., W ashington, I).C. 20014. 



Description 

This course is designed to enable the auditor to quickly discover 
major trouble areas and develop appropriate recommendations. 
These ultra-modern managerial audit techniques help meet the 
problem of insufficient qualified audit personnel and enable the 
auditor to ascend above the inconsequential to discern major 
managerial problems and pertinent corrective measures. Case 
problems and exercises are used to reinforce and illustrate this 
ultra-modern managerial-type audit. Coverage includes: 

Theory mul Applicability of Operational Audits 

Risks Involved 

Productivity of Audit 

Elements of Audit Approach 

Application of Theory 

Arens of Emphnsis 

Cnsc Problems nnd Exercises 



Who Way Attend 

Course is recommended for the progressive and imaginative Gov- 
ernment auditor of the GS-9/15 grade level (or equivalent). 

How To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Woodmont Building, 6th Floor, 8120 Woodmont 
Ave., Washington, D.C. 20014, not later than 2 weeks prior to 
the beginning date of the course. For further information, call 
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Registrar, Interagency Auditor Training Center, (301) 495-6351 
or IDS Code 179-6351. 



PRACTICE PROBLEMS IN GOVERNMENT 
ACCOUNTING 

Civil Service Com mission 

Clnss.-, nrc held one .lay cadi week for eight week* with home 
work assignments between each class session. This course is 
offered several tim s cot'll year in Washington, D.C. 



Description 

The primary course objective is to provide participants with 
lntermediate-ievel training in Federal Government accounting. 
To achieve the objective, participants are required to maintain a 
set of .accounting “books” totally oriented to Federal Government 
accounting. The course is specifically designed to correspond to 
the practice set” typically required of students in commercial 
bookkeeping and accounting courses. The course places heavy 
emphasis on realism. Accordingly, extensive use is made of stan- 
dard forms and records utilized by most agencies. All transactions 
o be processed are based on actual transactions that were ob- 
tamed from representative agencies. 

The course is structured around the scenario approach. The 
student plays the role of a new accountant who is to be exposed 
to all phases of accounting as part of his career training. He will 
variously assume such roles as voucher auditor, general ledger 
technician, payroll technician, etc. 

The course is divided into eight lessons, each of which is devoted 
to a major area of Federal Government accounting. Homework 
assignments must be completed by the student in conjunction with 
each lesson. The time required to complete these outside assign- 
ments will average 5-6 hours each week. 

The major subject areas covered in the course include the follow- 
ing: 

• Appropriations, apportionments, and allotments 

• Obligations and cash expenditures 

• Accrual accounting 

• Travel advances— making and application 



• Reimbursements — billings and collections 

• Payroll accounting 

• Property transactions and unfunded costs 

• Financial statement preparation and year-end closing 
procedures 

Each participant will maintain a complete set of books, including: 

• General journal 

• General ledger 

• Allotment ledger 

• Object class ledger 

• Cost ledger 

The complete accounting cycle will be covered and considerable 
use will be made of facsimile documents such as purchase orders 
and invoices. 

During the course, participants will receive instruction (and 
homework assignments) concerning preparation of the following 
external and management reports : 

• SF 132 

• SF 133 

• SF 224 

• SF 225 

• BA 6727 

• BA 6728 

• Cost reports, e.g., cost centers, functions 

• Status of Allotment reports 

Trial balances will also be prepared as a routine task associated 
with each lesson. 

Who May Attend 

The course is mainly intended to meet the needs of two particular 
groups : 

• Federal personnel whose work is associated with some 
type of accounting activity, e.g., voucher audit, and who 
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have previously had an introductory bookkeeping or ac- 
counting course 

• Federal managerial personnel who may be unfamiliar with 
basic accounting principles but whose managerial responsi- 
bilities in the financial management area involve some 
contact with accounting systems and GAO and OMB re- 
quirements 

Personnel in the first group not having adequate knowledge of 
elementary bookkeeping, e.g., debits and credits, journals and 
ledgers, statement preparation, are advised to enroll in the 
Center’s five-day workshop in governmental bookkeeping and 
accounting before taking this course. 

Enrollment of personnel in the second group will be accepted 
although they may be handicapped by their lack of primary ac- 
counting education. However, such personnel can expect to receive 
an excellent orientation and overview of the Federal Government 
accounting process and related problems. 

How To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

The nominee’s qualifications for participation should be shown in 
Block ll of the Nomination for Interagency Training (Optional 
Form 37). For example, "Nominee’s experience qualifies him for 
participation”, "Nominee completed one year of bookkeeping in 
high school , "Nominee completed three semester hours of ac- 
counting in college”, or "Nominee attended the (date) offering 
of governmental bookkeeping and accounting.” 



SEMINAR FOR AUDIT MANAGERS 

Interagency Auditor Training Center 

A 2-ilnr seminar in he Riven al the Woodmoni Building, r>lh 
Floor, 8120 Woodmoni Avo., Washington, D.C. 20014. 

Description 

This course has been designed for the top level Audit Manager, 
his Deputy or Key Assistants to increase their effectiveness not 
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only through lectures but also through discussions of problems of 
direct and immediate concern to them. Selected areas for group 
analysis include: 

1. Overall Planning and Control 

2. Organization of the Audit Staff 

3. Staff Management 

4. Increasing Management Recognition 

Each segment of the seminar will be conducted by a well-known 
pragmatist” who has proven and tested his theories in the 
realities of the working world. Come and find out how exchanging 

problems st,mulate and ex P and y° ur own approaches to your 
Who May Attend 

The seminar is recommended for supervisory auditors who man- 
age, or assist in the management of their respective audit offices. 
Enrollees should be thoroughly conversant with their office or- 
ganizational structures and functions, manuals, audit tools, 
policies and reporting principles. 

How T o Make Nominations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Woodmont Building, 6th Floor, 8120 Woodmont 
Ave., Washington, D.C. 20014. For further information, call 
Registrar, Interagency Auditor Training Center, (301) 435-6351 
or IDS Code 179-6351. 
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SEMI-SENIOR AUDITING 
Interagency Auditor Training Center 

A 5-day course to be given at the Woodmont Building, 6th 
Floor, 8120 Woodmont Avc., Washington, D.C. 20014. 

Description 

This training consists of comprehensive cases covering all aspects 
of an audit and oriented to semi-senior grade level. Coverage in- 
cludes: 

The Audit Assignment 

Audit Plans 

Survey 

Audit Guides 

Controls 

Findings 

Concluding the Audit 
Who May Attend 

This course is recommended for the Government auditor of the 
GS-9/12 level (or the equivalent) who is anxious to qualify for 
increased responsibilities. 

How To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Woodmont Building, 6th Floor, 8120 Woodmont 
Ave., Washington, D.C. 20014 not later than 2 weeks prior to 
the beginning date of the course. For further information, call 
Registrar, Interagency Auditor Training Center, (301) 495-6351 
or IDS Code 179-6351. 
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SENIOR AND SEMI-SENIOR AUDITING 
Interagency Auditor Training Center 

A 5-itay course to be Riven at the Woodmont Building, 6th 
Floor, 8120 Woodmont Avc., Washington, D.C. 20014. 

Description 

This course consists of lectures, discussions, and exercises on the 
technical and administrative responsibilities of the senior and 
semi-senior Government auditor to make the transition to the 
Senior level. Coverage includes: 

Financing Federal Programs — An Auditor's View 

The Auditor's Relationship With Other Elements of his Organization 
Planning, Programing and Scheduling 
Developing the Audit Approach 
Preparing Audit Programs 
Managing the Audit 

Internal Audit of un Organizational Entity 
Auditing ADP Systems 
Use of Statistical Sampling 

Who May Attend 

The course is recommended for the progressive Government audi- 
tor of above-average potentialities currently in the GS-9/13 grade 
level (or equivalent) . 

How To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Woodmont Building, 6th Floor, 8120 Woodmont 
Ave., Washington, D.C. 20014 not later than 2 weeks prior to 
the beginning date of the course. For further information, call 
Registrar, Interagency Auditor Training Center, (301) 495-6351 
or IDS Code 179-6351. 
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STATISTICAL SAMPLING IN AUDITING I 
Interagency Auditor Training Center 

A 5-day course to be given at the Woodmont Building, 6th 
Floor, 8120 Woodmont Avc., Washington, D.C. 20014. 

Description 

This intensive course presents concepts and procedures on sta- 
tistical sampling in auditing. These concepts and procedures are 
reinforced with numerous exercises and case problems. This 
course will provide the on-the-line auditor and audit manager 
with working knowledge of the subject, and with a sound basis for 
certain on-the-job applications and additional specialized train- 
ing. Coverage includes: 

Orientation 
Basic Concepts 
Random Selection Procedures 
Sampling for Different Purpose 
Determining Size of Samples 
Estimation Methods 
Evaluation of Sampling Results 
Point vs. Interval Estimates 
Non-Sampling Errors 

Who May Attend 

Course is recommended for selected auditors of GS-9/15 grade 
level (or equivalent) who have need for knowledge on the subject. 
A mathematical background is not required, however, enrollees 
should be capable of mastering new subjects quickly. 

t 

Hotc To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Woodmont Buildir.g, 6th Floor, 8120 Woodmont 
Ave., Washington, D.C. 20014, not later than 2 weeks prior to 
beginning of course. For further information call Registrar, Inter- 
agency Auditor Training Center, (301) 495-6351 or IDS Code 
179-6351. 
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STATISTICAL SAMPLING IN AUDITING II 
Interagency Auditor Training Center 

A 5-day course lo be given at the Woodmont Building, 6th 
Floor, 8120 Woodmont Avc., Washington, D.C. 20014. 

Description 

The course consists of practical exercises and case problems on 
selection of samples, mechanics of sampling, determination of 
sample sizes and appraisal of sample results. Sophisticated 
methods are also introduced and explained. Coverage includes: 

Refresher of Basic Probability Sampling Audit Concepts 
Case Studies Covering Application of Wide Variety of Probability 
Sampling Problems — Cluster Sampling ; Stratified Sampling; and Other 
Techniques 
Summarization 

Who May Attend 

Course is recommended for selected auditors of GS-9/15 grade 
level (or equivalent) who have need of this knowledge. Enrollees 
should have completed Statistical Sampling in Auditing I or the 
equivalent. 

How To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Woodmont Building, 6th Floor, 8120 Woodmont 
Ave., Washington, D.C. 20014, not later than 2 weeks prior to 
the beginning date of the course. For further information, call 
Registrar, Interagency Auditor Training Center, (301) 495-6361 
or IDS Code 179-6351. 



Contracting, Procurement, Inventory and Supply Management 

CONTRACT LIAISON FOR TIIK SCIENTIST \ND 
ENGINEER 

Civil Service Commission 

A 3-ilay program offered as needed al the Civil Service Com- 
mission, 1900 E Street NW, 

Description 

Substantial controversies measuring into niultimillion dollars 
yearly result from an inadequate knowledge of government pro- 
curement processes which in turn result in a lack of adequate 
coordination among scientists, their contracting officers and the 
contractors. This program is designed to allow the scientist or 
engineer who is responsible for the technical aspects of a contract 
to better communicate with his organization’s contracting officer 
through improved understanding of contracts and contracting. 
Topics to be discussed include: procurement responsibility and 
authority as it pertains to laws and implementations, the con- 
tracting officer and his representatives, the principal of agency 
and the technical role. The procurement process which includes, 
program planning and funding authorities; the request for pro- 
posal (scope of work — purposes, content, and impact) ; and mis- 
cellaneous matters of concern such as competition vs sole source, 
evaluation of proposal, approval and determinations required, 
and the characteristics of a contract; the award and on-going 
process including technical surveillance and coordination, tech- 
nical and administrative changes, allowable cost and limitation 
thereof, rights in technical data, and a follow-on plan. 

Who May Attend 

This seminar is open to all scientists, engineers, and scientific 
administrators interested in improving their contracting knowl- 
edge. 

How To Make Nominations 

Nominations can be made at any time to source C, See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



CONTRACTING BY FORMAL ADVERTISING 

(ftiicral Services Administration 

A a-«!a.v |M*ofsr:un. srhciltilnl |»erio<lic:i!ly in Arlington, Vo., uml 
in (tllu'r renters of Fwlorul population. 



Description 

Basic Government procurement law provides that all contracts for 
property and services, with certain stated exceptions, be made by 
formal advertising. This course will assist Federal agencies to: 
(1) Procure personal property and non-personal services by use 
of the formal advertising method. (2) standardize formal adver- 
tising procedures, (3) improve relationships between contracting 
offices and contractors, and (4) comply with legal and regulatory 
requirements. The course is based primarily on Federal Procure- 
ment Regulations (FPR), which are generally compatible with 
the Armed Services Procurement Regulations (ASPR). Major 
topics to be covered are: Preparation of invitation-prescribed 
and optional forms and “tailoring" the invitation; publicizing the 
invitation-mailing, public display, newspaper advertising, and 
Department of Commerce synopsis; submission of bids-respon- 
siveness, late bids, rejections, and mistakes; awarding the con- 
tract-responsible prospective contractor, discounts, equal low bids, 
and progressive awards. 

Case studies and discussion will focus attention on recurring 
problems and furnish assistance in preventing or resolving such 
problems. Special emphasis will be devoted to situations involving 
late bids, responsiveness of bids and mistakes in bids. 

Who May Attend 

This course is designed for Federal employees in procurement 
positions or in training for procurement positions. Personnel who 
have taken the GSA course in Small Purchases will find that this 
course will broaden their procurement skills. Participation is 
open to employees in grades GS— 7 and above, or equivalent. 

flow To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Chief, Training Branch (FAAT), Gen- 
eral Services Administration, Federal Supply Service, Room 1024 
Crystal Mall Building #4, Washington, D.C. 20406, using Optional 
form 37, Nomination for Interagency Training. A brief descrip- 
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tion of the nominee’s duties should be included in item 11 of the 
OF 37. Nominations will close 1 month before the course begins. 

Other Information 

Agencies may obtain additional information by calling area code 
703-557-8474, or code 16, extension 78474. 



COST AND PRICE ANALYSIS 
Civil Service Commission 

A 10-day course, scheduled periodically al the Civil Service Com- 
mission, 1900 E Street, NW. 

Description 

Agencies of government spend vast amounts of public funds 
through negotiated or competitive contracts each year. Decisions 
on contracts involve many agency personnel who need to be well- 
versed in the techniques of price and cost analysis to insure that 
public funds yield the greatest return for the dollars spent. This 
course provides agency personnel a clear understanding of cost 
analysis, cost estimating, and cost accounting techniques which 
will improve their ability to get a contract which will yield the 
highest return for their agency’s expenditure. The course covers: 
1) the role of competition in developing fair and reasonable 
prices; 2) price and cost analysis techniques; 3) cost estimating 
techniques; 4) value engineering; 5) analysis of pricing arrange- 
ment by contract type; 6) principles of allowability; 7) general 
cost accounting principles; 8) fixed, variable, and semi-variable 
costs; 9) analysis of direct materials, labor, engineering, over- 
head costs and G and A profit; and 10) use of learning curves 
for labor and engineering cost analysis. 



Who May Attend 

This course is open to all Federal, State and local employees 
without grade restriction. The following occupational groups 
could benefit from this course: 

— procurement and contracting specialists 

—cost and price analysts 

— scientists and engineers in laboratory and procurement 
organizations 

— systems and project managers 
— accountants and auditors 
— production specialists 

How To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



ECONOMIC ORDER QUANTITY TECHNIQUES 
General Services Administration 

A 3-day course scheduled periodically in Arlington, Va., and 
other centers of Federal population. 

Description 

This course is designed to assist agencies in complying with the 
requirements of the Federal Property Management Regulations 
(FPMR) pertaining to inventory management, and will enable 
agencies to apply modern inventory methods in their supply sys- 
tems. The course focuses on a detailed presentation of techniques 
employed in implementing Economic Order Quantity (EOQ) 
principles and practices to enable each participant to effect prac- 
tical application in his agency. Among the topics to be discussed 
are: Criteria for stockage, measures of supply effectiveness, 
mechanics of the inventory control system, predicting and fore- 
casting demand, safety stock, economic purchase quantity, and 
low-dollar value control techniques. 
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Who May Attend 

The course is designed primarily for management and operating 
supply personnel whose duties require a basic knowledge of 
economic order quantity techniques. Nominees for this course 
must have taken the course “Inventory Control of Supplies and 
Materials.” EOQ techniques involve the application of mathe- 
matics to inventory management, and some of the inventory 
management decisions have been reduced to formulas, some very 
simple. These formulas are discussed and applied in the course; 
and it is desirable, therefore, that nominees have a knowledge 
of high school mathematics. 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Chief, Training Branch (FAAT), Gen- 
eral Services Administration, Federal Supply Service, Room 1024 
Crystal Mall Building #4, Washington, D.C. 20406, using Optional 
form 37, Nomination for Interagency Training. A brief descrip- 
tion of the nominee’s duties should be included in item 11 of the 
OF 37. Nominations will close 1 month before the course begins. 

Other Information 

Agencies may obtain additional information by calling area code 
703-557-8474, or code 16, extension 78474. 



EFFECTIVE ADMINISTRATION OF THE CONTRACT 
FOR MARGINALLY PUNCHED CONTINUOUS FORMS 

U.S. Government Printing Office 

A program held in January on 3 successive days from 9 a.m. 
to 4 p.m. al the U.S. Government Printing Office, 732 North 
Capitol Street (at H) NW., Washington, D.C. 20401. 



Description 

The class will study the Contract for Marginally Punched Con- 
tinuous Forms and will cover such topics as: (a) Who must and 
who may use the contract; ( b ) Which orders fit the contract; 
(c) How to use GPO form 1026a; (d) How to place orders; (e) 
Planning within printing limitations; (/) General do’s and 
don’t’s: Training techniques will include lectures, question and 
answer periods, and workshop problems. 
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IT 'ho May Attend 

The course is conducted for authorized personnel engaged in the 
preparation of specifications, pricing, and procurement of forms 
under the Contract for Marginally Punched Continuous Forms. 

lloir To Make Nominations 

Nominations should be submitted by authorized agency repre- 
sentatives, by letter, to Manager, Printing Procurement Depart- 
ment, Room C-883, U.S. Government Printing Office, Washington, 
D.C. 20401. Applications should include the following informa- 
tion: Department or bureau, name title, and grade level. The 
telephone number of the person to be notified of acceptance is also 
requested. Nominees will be accepted in the order in which they 
are received. Notification by telephone as to acceptance and spe- 
cific dates will be made at least 2 weeks prior to the start of each 
course. 

Other Information 

There is no cost to agencies. Each class will be limited to about 
45 persons. Further information may be obtained by calling the 
Superintendent, Commercial Printing Specifications Division, 
Telephone: Area Code 202, 541-3351 (Government dial code 149), 
extension 351. 



GOVERNMENT CONTRACT ADMINISTRATION 
General Services Administration 

A 5*da.v oour.-o scheduled periodically in Arlington, Va., and 
other renters of Federal population. 



Description 

This course is designed to assist Federal agencies in : Obtaining 
maximum compliance by the contractor with contract terms dur- 
ing performance, recognizing the occurrence of situations during 
performance which may lead to claims by the contractor, protect- 
ing the public interest by prompt and fair settlement of problems 
which arise during performance, determining whether increased 
costs of contract performance should be borne by the contractor 
or the Government, and negotiating equitable adjustments when 
the Government has agreed to bear risk in contract performance. 
The course will include: A detailed analysis of the obligations 
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which the contractor and the Government assume under the 
standard form Government contract; the major events which 
may occur during contract performance, such as changes, changes 
in Government-furnished property, delays, defective specifica- 
tions, and inspection problems ; techniques for pricing the “equita- 
ble adjustment" ; methods for processing findings, determinations, 
and appeals under the Disputes Clause; distinctions between 
claims under the contract and claims for breach of contract; 
techniques for obtaining compliance with contract delivery sched- 
ules; default clause procedures, difficulties encountered in cost 
reimbursement or payment of contractors; and post-performance 
aspects of contract administration, such as enforcement of war- 
ranty provisions, product liability, or examination of contractor’s 
records. 

Who May Attend 

This course is designed for procurement officers, contracting 
officers, contract administrators, and other personnel involved in 
the procurement, preparation, and administration of Federal con- 
tracts for supplies and services. Participation is open to employees 
in grades GS-9 and above, or equivalent. 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Chief, Training Branch (FAAT), Gen- 
eral Services Administration, Federal Supply Service, Boom 1024 
Crystal Mall Building #4, Washington, D.C. 20406, using Optional 
form 37, Nomination for Interagency Training. A brief descrip- 
tion of the nominee’s duties should be included in item 11 of the 
OF 37. Nominations will close 1 month before the course begins. 

Other Information 

Agencies may obtain additional information by calling area code 
703, 557-8474 or code 16, extension 78474. 







162 

iss 






GOVERNMENT CONTRACT NEGOTIATIONS 
General Services Administration 

A 5-day course scheduled periodically in Arlington, Va., and 
other renters of Federal population);. 



Description 

This course is intended to give procurement personnel an oppor- 
tunity to expand their knowledge and exchange ideas in the field 
of contract negotiation. It is based primarily on Federal Procure- 
ment Regulations (FPR), and supplements the courses “Con- 
tracting By Formal Advertising” and “Government Contract 
Administration.” Major topics covered are: Procurement plan- 
ning, methods of procurement, techniques and procedures in 
negotiation, evaluation of proposals, conduct of the negotiation, 
and technical assistance in conducting the negotiation. Case 
studies and discussion focus attention on recurring problems 
and furnish assistance in preventing or resolving such problems. 
Special emphasis is devoted to situations involving human factors 
in negotiation, negotiation techniques, price and cost analysis, 
administrative policy, legal requirements, and contract award 
and administration. 

Who (Way Attend 

This course is designed for procurement officers, contracting 
officers, contract administrators, and other personnel engaged in 
the procurement, preparation, and administration of Federal con- 
tracts. Participation is open to employees in grades GS-9 and 
above, or equivalent. 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Chief, Training Branch (FAAT), Gen- 
eral Services Administration, Federal Supply Service, Room 1024 
Crystal Mall Building #4, Washington, D.C. 20406, using Optional 
form 37, Nomination for Interagency Training. A brief descrip- 
tion of the nominee’s duties should be included in item 11 of the 
OF 37. Nominations will close 1 month before the course begins. 

Other Information 

Agencies may obtain additional information by calling area code 
703-557-8474, or code 16, extension 78474. 
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INVENTORY CONTROL OF SUPPLIES AND 
MATERIALS 

General Services Adininislralion 

A 2-<lay course 'chriliil.il |icriodic.il|v in Arlington, Va., and 
oilier centers of Federal population. 

Description 

This course is designed to assist agencies in anticipating inventory 
needs and avoiding overstocking or running out of stock. It aids 
in the establishment and maintenance of a satisfactory balance of 
customer service, inventory management and control, and operat- 
ing costs. Through lectures, practice exercises, and discussion, the 
course stresses principles, techniques, and guidelines under the 
following topics: Requirements determination, storage criteria, 
stock levels, when to order, reviewing for excess, and basic ADP 
applications. 

Who May Attend 

The course is primarily for operating personnel responsible for 
maintaining inventories of supplies and materials. Special con- 
sideration will be given to personnel from agencies maintaining 
storerooms that serve consumers. Supervisors and managers 
interested in reviewing the basic elements of inventory manage- 
ment are eligible to attend. Management and operating officials 
v/ho plan to take the 3-day course “Economic Order Quantity 
Techniques" which follows are required to take this basic course. 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Chief, Training Branch (FAAT), Gen- 
eral Services Administration, Federal Supply Service, Room 1024 
Crystal Mall Building #4, Washington, D.C. 20406, using Optional 
form 37, Nomination for Interagency Training. A brief descrip- 
tion of the nominee’s duties should be included in item 11 of the 
OF 37. Nominations will close 1 month before the course begins. 

Other Information 

Agencies may obtain additional information by calling area code 
703-557-8474, or code 16, extension 78474. 
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PUBLIC UTILITIES SERVICE PROCUREMENT 
General Serviees Administration 



A 3«lay •riiiiiiur m-IiciIiiIi-iI pi-ruMlirallt in Washington. I).C. ami 
other reuler> of Federal population. 



Description 

This seminar is designed to give management and technical guid- 
ance to Federal agencies in their procurement of electric, gas, 
steam, water and sewer services. It treats the specialized areas of 
utilities procurement as well as some applications of the services, 
and is intended to supplement basic training experience. 

Major discussion topics are: Regulations, policies, and procedures 
of civilian and military agencies for public utilities procurement 
and management; the art, techniques, responsibilities, and steps 
in negotiation of utilities contracts; characteristics of effective 
administration of utilities contracts; periodic review of suitability 
and sufficiency of contracts and performance; responsibilities and 
guidelines for electric and gas rate selection and application 
utilities costs cutting by applying proven methods and creative 
ideas in procurement and utilization; and planned development 
of the internal capability of Federal agencies to handle specialized 
utilities problems. 

Who i May Attend 

This seminar is open to procurement officers, contracting officers, 
contract administrators, and other personnel engaged in public 
utilities service procurement. Participation is limited to employees 
in grades GS-12 and above, especially well-qualified candidates at 
grades GS-9 thru GS-11, and commissioned and noncommissioned 
officers of the military services. 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Director, Rates and Tariff Division, 
Transportation and Communications Service, General Services 
Administration, Washington, D.C. 20405, using Optional form 
37 (Rev.), Nomination for Interagency Training. A brief descrip- 
tion of the nominee’s duties should be included in item 11 of the 
OF 37. 
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Other Information 

No cost to agencies. Agencies may obtain additional information 
by calling area code 202, 254-6404, or code 193, extension 6404. 



SMALL PURCHASES 
General Services Administration 

A 5-dav course scheduled periodically i„ Arlington, Va., and 
other centers of Federal population. 



Description 

The administrative costs of making, controlling, and paying for 
small purchases often exceed the value of the items being pro- 
cured The purpose of this course is to encourage Federal agencies 
to reduce costs through the use of: (1) Improved methods for 

“*£"5“ purchases ( 2 ) careful analysis of each requirement; 
and (3) utilization of appropriate simplified purchase techniques 
rhe course is based primarily on Federal Procurement Regula- 
10 ns ( ), with reference to the Armed Services Procurement 

Regulations (ASPR) where appropriate. It includes lecture-dis- 
cussions and case studies, and emphasizes the application of the 
following authorized small purchase techniques; Blanket purchase 
arrangements, imprest funds, purchase order forms (SF 44 and 
147), oral purchases, and unpriced purchase orders. The following 
re ? 4 .! d * op,cs are also covered : Preliminary purchase conditions, 
solicitation of quotations, limitations, and vendor and inhouse 
relationships. 



Who May Attend 

The course is designed for all Federal employees engaged in 
small purchases and related procurement operations, or in train- 
mg for assignment in the procurement field. 



How To Make Nominations 

Nominations should be submitted through agency employee 
development officers to the Chief, Training Branch (FAAT) 
Genera 1 Services Administration, Federal Supply Service, Room 
1024 Crystal Mall Building #4, Washington, D.C. 20406, using 
Optional form 37, Nomination for Interagency Training A brief 
of the nominee's duties should be included in item 11 
of the OF 37. Nominations will close 1 month before the course 
begins. 
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Other Information 

Agencies may obtain additional information by calling area code 
703-557-8474, or code 16, extension 78474. 



STORAGE AND MATERIALS HANDLING 
General Services Administration 

A 5-day cour>c >chcriu!c<I periodically in Arlington, Va. 

Description 

The purpose of this course is to assist Federal agencies in: 
Utilizing storage facilities by better planning and layout of space 
to accommodate materials essential to mission; employing equip- 
ment to assure smooth flow of materials in and out of inventory; 
and achieving optimum use of manpower, equipment, and fa- 
cilities involved in storage operations. The course will develop 
a knowledge of current warehousing principles, methods, and 
techniques, and relate their application to the maintenance or 
improvement of operations. It will provide opportunity for par- 
ticipants to discuss and solve problems relating to: Space types 
and requirements computations, planning space layouts and stor- 
age plans, materials handling equipment, storage locations and 
locator systems, safety and protection of personnel. 

Who May Attend 

The course is intended for Federal employees at the operating 
level and the first level of supervision. Management personnel 
who seek a review of storage and materials handling principles, 
methods, and techniques, and employees in training for positions 
in this field are eligible to attend. 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Chief, Training Branch (FA AT), Gen- 
eral Services Administration, Federal Supply Service, Room 1024 
Crystal Mall Building #4, Washington, D.C. 20406, using Optional 
form 37, Nomination for Interagency Training. A brief descrip- 
tion of the nominee’s duties should be included in item 11 of the 
OF 37. Nominations will close 1 month before the course begins. 
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Other Information 

Agencies may obtain additional information by calling area code 
703-557-8474, or code 16, extension 78474. 



Information Systems and Quantitative Techniques 

BASIC DATA ANALYSIS 
Civil Service Commission 

A 3-ilay program conducted several times a vear in Washington, 

D.C. 

Description 

This course provides an introduction and review of basic mathe- 
matics and statistics for the layman. It familiarizes the non- 
mathematician with the mathematical and statistical elements 
used in quantitative analysis. Among the subjects covered are: 
(1) language of sets (part of the “New Math”); (2) basic 
algebraic operations; (3) mathematical notation; (4) notation 
of a function; (5) mathematical models and sampling techniques; 
and (6) the use of quantitative techniques in management. 

Who May Attend 

This course is intended for Federal, State, and local government 
employees who are involved in program management or analysis, 
who need a review of basic mathematics, and who are considering 
course work in other analytic techniques such as linear program- 
ing, statistics, or regression analysis. There are no grade level 
restrictions. 

How To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 
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DESIGN OF A MANAGEMENT INFORMATION 
SYSTEM 

Civil Service Commission 

A 4-day program to be conducted two time* per year at the Civil 
Service Commission, 1900 E Street NW. The workshop will meet 
in two 2-day sessions during two consecutive weeks to allow for 
adequate time for homework and special assignments. 

Description 

This program will focus on the actual design of an information sys- 
tem, rather than on the theoretical elements involved. Participants 
will be assigned to work teams who will be responsible for design- 
ing and presenting a briefing on their chosen system to the class. 
Evaluations of each system will be conducted by a panel of ex- 
perts. The workshop will cover such topics as (a) documentation; 
(b) report design and audit; (c) file structure; ( d ) classification 
and coding; (e) computer elements; (/) planning, controlling, 
cost estimating, and evaluating management information systems. 

Who May Attend 

This program is intended primarily for persons having responsi- 
bility for any one or more key elements of information systems 
design within their agencies. 

How To Make Nominations 

Nominations can be made to source E. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



EXECUTIVE SEMINAR IN STATISTICAL SCIENCE 
FOR MANAGEMENT 

Civil Service Commission 

A 3*day program to be conducted two times per year at the Civil 
Service Commission, 1900 E Street NW. 

Description 

This seminar examines and discusses useful principles and actual 
and potential applications of statistical science in executive de- 
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cision making. Extensive use will be made of case studies, lectures, 
and seminar discussions on practical and frequently used sta- 
tistical principles and techniques in Government operations. 
Specific subjects treated will be: (a) the modern definition of the 
Science of Statistics; ( b ) approaches to quantifying management 
and operational problems; (c) some basic statistical principles 
and concepts including elements of probability and risk; ( d ) 
Sampling — with specific applications in fact-finding for inventory, 
cost estimation, legislation, etc.; (e) Quality Control— with spe- 
cific applications in management control system; (/) Correlation 
Analysis — with specific applications in forecasting and cost 
analysis; (g) pitfalls and misuses of statistical techniques; and 
(h) advantages of Statistical Science to management. 

Who May Attend 

Career employees in management and staff positions are eligible 
to attend. 

Hoiv To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



INFORMATION SYSTEMS DESIGN 
General Services Administration 

A 5-dav workshop scheduled to meet agency demand. 

Description 

This workshop is designed to acquaint management analysts with 
methods for designing a large information system. It covers the 
various steps of systems design, identification of information 
requirements, organization of data, network analysis, input and 
output methods, preparing systems proposals and specifications, 
testing, and measuring benefits. Participants work in groups to 
solve the problems of a fictional transit agency. When the work- 
shop is conducted within an agency, participants consider actual 
problems of their agency. 



Who May Attend 

Management analysts involved in designing information systems. 
Prior participation in the Modernizing Management Reports 
Workshop is desirable. 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Workshop Director, National Archives 
and Records Service (NRP), General Services Administration, 
Washington, D.C. 20408, using Optional Form 37, Nomination for 
Interagency Training. 

Other Information 

Agencies may obtain additional information by calling area code 
202, 963—4154, or code 13, extension 34154. 



MANAGEMENT INFORMATION THEORY AND 
PRACTICE 

Civil Service Commission 

A 3-day seminar to be conducted tu'o times per year at the Civil 
Service Commission, 1900 E Street NW. 

Description 

This three-day program covers major concepts and theories of 
management information, selective examples of operating agency 
systems, and interagency/intergovernmental developments and 
trends toward common-data needs systems. The program is de- 
signed to increase knowledge and understanding of theories and 
practical uses of management information systems in government. 
Among the areas to be covered in formal presentations and group 
discussions by practitioners in the field are: (1) Definitions, 
scope, objectives, and essential structure of management informa- 
tion systems ; (2) Examples of specialized agency systems serving 
management in such fields as social programs, crime management, 
urban planning, and program management; and (3) trends and 
developments toward cooperation in collecting, processing, stor- 
ing, and distributing information among communities of users. 
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Who May Attend 

This program is intended for persons in management or staff 
positions having general or special responsibility for agency in- 
formation systems. 

1 1 on- To Make Nominations 

Nominations can be made to source E. See page vi. Contact 
your Training Oflice for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



MANAGEMENT USE OF FINANCIAL INFORMATION 
Civil Service Commission 

A 3*ilay prngrnttt offered once each t|uarlcr. 

Description 

This course is primarily for the non-accountant in a managerial 
position. The course will acquaint the manager with financial 
information which is either presently or potentially available to 
him, so that he can use financial information for making de- 
cisions. establishing standards for performance, and evaluating 
performance. The workshop will permit the program or project 
manager to work in concert with the accountants in obtaining 
and using useful and meaningful accounting data to accomplish 
cost reduction, cost control, and over-all program efficiency. 

Who May Attend 

Participation will be limited to 30 managers. Persons nominated 
should hold positions which include significant responsibilities for 
managerial decisions, or alternatively, be in staff positions where 
insight into the use of financial information in management 
decisions and control will enhance their performance. 

How To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Oflice for course announcement 



and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



MATIIKM VTICS KOH MANAGKMKNT 
Civil Service Conuuihsioii 

An R*wrck pruyr.im >rlit*ilnli*il two time- per year nl ]Kr U.S. 
Civil Service Cmiimi— ion. 1000 E Siren N'T, The clu— will meet 
1 liny each week fur 7 weeks nml on 3 ron-ertilivr tiny- (luring 
the riplilli week. Two 3-hottr unit- of in-lrnrlinn will hr covered 
curb day from 0 n.m. lo 12 noon anil from I p.ui. to 4 p.m. for 
a lol.il of 60 rl:i— room hour-. 



Description 

This program provides a practical survey of mathematics, sta- 
tistics, probability, and of applications of modern analytical 
techniques. It covers such topics as real numbers and their uses; 
elementary algebraic functions; analytical geometry ; elementary 
calculus; algebra of logic; elementary probability; inference-mak- 
ing; statistical methods; mathematical programming; simulation; 
probability models; and network techniques. Three specially pre- 
pared texts will be issued to each participant and will be used as 
the basic course material. Homework assignments will be made 
following each session to reinforce classroom instruction. At the 
conclusion of the course, participants will have sufficient under- 
standing of the essential elements of mathematics to: 

(1) recognize problems amenable to mathematical-statistical 
approaches ; 

(2) interpret and evaluate mathematical-statistical approaches; 

(3) communicate with specialists and management about 
quantitative matters ; and 

(4) comprehend and utilize quantitatively oriented reports and 
materials. 

Who May Attend 

Government careerists requiring a practical knowledge of mathe- 
matics are eligible for nomination to this program. An under- 
standing of basic algebra either brought to the program or gained 
through class and home study, will serve as a basis for much of 



the mathematics presented. Preference will be given to those 
participants whose work requires a practical knowledge of mathe- 
matics, statistics, and analytical techniques. 

How To Make Nominations 

Nominations can be made to source E. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



MECHANIZING PAPERWORK SYSTEMS 
General Services Administration 

A 4-dov workshop scheduled to meet agency demand. 

Description 

A workshop designed to help in the mechanization of paperwork 
systems. Focus is on the use of automation, but the workshop 
includes the use of mechanical tools when automation is not 
justified. Participants determine how to locate potential areas for 
mechanization in their own offices and how to develop improve- 
ments. 

Who May Attend 

Management analysts, supervisors, and others who are involved in 
mechanizing paperwork system. 

How To Make Nominations 

Nomination should be submitted through employee development 
officers to the Workshop Director, National Archives and Records 
Service (NRP), General Services Administration, Washington, 
D.C. 20408, using Optional Form 37, Nomination for Interagency 
Training. 

Other Information 

Agencies may obtain additional information by calling area code 
202, 963-4154, or code 13, extension 34154. 



MODERNIZING MANAGEMENT REPORTS 
General Services Administration 



Five 11* -day smions, jchedulod to meet agency demand. 



Description 

This workshop deals with the continuing need for better manage- 
ment information and reporting. It focuses on management infor- 
mation requirements; demonstrates and develops ways to get the 
right information, at the right time, with the clearest possible 
communication; and uses case histories to illustrate application 
of the workshop techniques. Participants, working in groups, 
consider real or theoretical problems of their agencies. 

Who May .Attend 

Personnel who deal with and have a need for use of management 
information and reporting. Groups of four registrants from a 
single agency provide the most effective group pattern to study 
practical problems. 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Workshop Director, National Archives 
and Records Service (NRP), General Services Administration, 
Washington, D.C. 20408, using Optional Form 37, Nomination 
for Interagency Training. 

Other Information 

Agencies may obtain additional information by calling area code 
202, 963-4154, or code 13, extension 34154. 



OPERATIONS RESEARCH ORIENTATION 
Civil Service Commission 

A 3-day program lo be conducted two times per year at the Civil 
Service Commission, 1900 E Street NW. 

Description 

This program provides a general overview of the classes of tech- 
niques of analysis known as Operations Research /Systems Anal- 
ysis. Emphasis is placed on the role of the analyst in supporting 
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management decision making through quantitative analyses. 
Subjects include: basic concept of operations research; method- 
ology used: and principal and commonly used techniques of 
Operations Research/Systems Analysis. Knowledgeable and ex- 
perienced practitioners from government, industry, and universi- 
ties will constitute the faculty for this program. At the conclusion 
of the orientation, participants should be able to: (1) appreciate 
more fully the role of quantitative analysis as an information- 
producing set of techniques; (2) understand the major steps 
involved in the application of methods and techniques; (3) 
leeognize more clearly the roles of individuals responsible for 
contributing informational inputs to management; and (4) com- 
municate more effectively through an increased knowledge of 
terminology and meanings. A followup program. Techniques and 
Methods of Operations Research Workshop, is offered for those 
persons seeking more detailed understanding of the mathematical- 
statistical elements involved. 

Who May Attend 

This program is open to Government employees, GS-5 and above 
or equivalent. It is particularly directed at persons whose present 
or projected assignments require a knowledge of operations re- 
search and related quantitative approaches. 



How To Make Nominations 

Nominations can be made to source E. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



RANDOM SAMPLING IN' GOVERNMENT 
OPERATIONS 

Civil Service Commission 

A 3-dav program offered 4 lime* per year al llie Civil Service 
vommiaaiou, Wiuhington, D.C. 

Description 

This course provides: (1) familiarization to random sampling 
techniques; (2) demonstrations of these techniques and the cost 



savings and regular reduction reliability which can be achieved 
by their applications; and (3) opportunity to discuss the uses of 
random sampling techniques in many varied Governmental situa- 
tions. Topics covered are; Principles of sampling; sampling as 
a short cut to fact finding; determining the universe and sample 
size; estimating samples; and analyzing the results of the sample. 

Who May Attend 

This program is open to any career employee who would benefit 
from a familiarity with and appreciation for random sampling 
as a means for obtaining useful information. It is particularity 
recommended for contract officers* management analysts, financial 
managers, personnel specialists, and other professionals who are 
users of statistical products. 

How To Make ISomi nations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



KKCOKDS DISPOSITION 
General Services Administration 

A 1-iInv workshop tchediilcd to meet agency needs. 

Description 

A workshop concerned with the major practices, procedures, and 
programs related to effective records disposition. It deals with 
the operation of an efficient records disposition program, prepara- 
tion of records control schedules, identification of permanent 
records, use and function of Federal-Records Centers* and the 
relationship of records disposition to other records management 
programs. 

Who May Attend 

Any person whose duties include responsibility for control and 
disposition of records. 
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How To Make Nominations 



Nominations should be submitted through agency employee de- 
velopment officers to the Workshop Director, National Archives 
and Records Service (NRP), General Services Administration, 
\\ ashmgton, D.C. 20408, using Optional Form 37, Nomination for 
Interagency Training. 



Other Information 

Agencies may obtain additional information by calling area code 
202, 963-4154, or code 13, extension 34154. 



RECORDS MAINTENANCE AND DISPOSITION 

General Services Administration 
A 5-day workshop srhciliilnl to meet agency demand. 

Description 

This workshop is designed to cover only the maintenance and 
disposition subjects listed in the Records Management Workshop, 
with emphasis oil the following specific areas of records manage- 
ment: managing records, files operations, subject classification, 
records inventorying and scheduling, records storage (includes a 
tour of the Washington National Records Center), vital records 
protection, mail management, office information retrieval, con- 
ducting a records systems study, and the do’s and do'n’t’s of a 
successful record program. It also includes a discussion session 
of the principles covered during the week. 

Who May Attend 

The workshop is designed for records liaison officers, records 
supervisors, management technicians, and other personnel en- 
gaged in or having responsibility for one or more of the functions 
listed. (Individuals should not attend both this workshop and the 
Records Disposition Workshop) . 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Workshop Director, National Archives 
and Records Service (NRP), General Services Administration, 
Washington, D.C. 20408, using Optional Form 37, Nomination 
; for Interagency Tracing. 
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Ollier Information 

Agencies may obtain additional information by calling area code 
202, 963-4154, or code 13, extension 34154. 



KKCOKDS MANAGEMENT 
General Services Administration 

A 2-wcck workshop uch^ilulod periodically to meet agency 
demands* 

Description 

This workshop is designed to provide a broad perspective of the 
scope and objectives of records management as a whole. The 
principle topics analyzed through lectures and discussions are: 
managing records, correspondence, directives, reports, forms, and 
mail; records scheduling; records disposition; office machine se- 
lection and utilization; source data automation; clerical work 
measurement ; vital records handling; information retrieval de- 
velopments; conducting a total records systems study; and the 
do’s and don' Vs of an effective records management program. 

Who May Attend 

The workshop is designed for records officers, management 
analysts, supervisors, and others who have a broad responsibility 
for management of the program areas listed. (Individuals should 
not attend both this workshop and the Records Maintenance and 
Disposition Workshop. 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Workshop Director, National Archives 
and Records Service (NRP), General Services Administration, 
Washington, D.C. 20408, using Optional Form 37, Nomination for 
Interagency Training. 

Other Information 

Agencies may obtain additional information by calling area code 
202, 963-4154, or code 13, extension 34154. 
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STATISTICAL TECHNIQUES FOK ANALYSIS 
Civil Service Commission 

A 3-ilav pro*ra be condnrleil i» n limes per year m ihc Civil 

Scrvico Coniiiti^mn, 1900 E Street NW. 



Description 

This survey course examines basic principles, underlying logic, 
and practical uses of statistical techniques in analysis. Particular 

nroh n nhTf! S ^ (a) of problems; (b) 

P a iit> and risk, (c) sampling; (d) quality control ; and (e) 

nsld* °? and anal - vsis - Lecture and case method approach is 
used to 1 elate theory to real world applications. 



IF/io May Attend 

This program is primarily intended for newly assigned analysts, 
o-J and above (or equivalent) whose work assignments (cur- 
rent or anticipated) involves the use of statistics and who are 
seeking a practical review of fundamentals. 



How To Make I\ominations 

Nominations can be made to source E. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 

Calendar which provides course dates, cost, and location of train- 
ing course. " 

See nomination procedures on page v. 



SYSTEMS ANALYSIS FOK GOVERNMENT 
OPERATIONS 

Civil Service Commission 

A 3-, lay program 10 limes a year in Wn,hin B ion, D.C. 



Description 

This course accomplishes the following objectives for partici- 
pants: (1) improves their understanding of systems analysis and 
its application; (2) prepares them to better identify agency 
problems susceptible to analysis; (3) improve their knowledge of 
the various analytic techniques; (4) helps them to deal effectively 
with questions regarding both the usefulness and limitations of 
analysis m their agencies; and (5) provides them with sufficient 
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background to expand their knowledge further through outside 
reading. 

H im May Attend 

This program is for managers, staff professionals, administrators, 
and others who want to better understand and use systematic- 
approaches to the problems of their agencies or who work with 
those using systems analysis. 

How To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Oflice for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



TECHNIQUES AjM) METHODS OF OPERATIONS 
RESEARCH WORKSHOP 

Civil Service Commission 

A 4-day pro^mm to Ik* Iidd Iho times cnrli year in Wa«hinptoiu 

D.C. 



Description 

The objective of this program is to increase practical understand- 
ing of such basic operations research techniques as: inventory 
theory, replacement theory, queueing theory, simulation, cost- 
benefit analysis, linear and dynamic programming, and game 
theory. Lectures, case studies, group discussion, and homework 
assignments are used extensively throughout this workshop. Upon 
completion of the program, the participant should be able to: 
(1) recognize more readily the type and range of operational 
problems amenable to mathematical approaches; (2) understand 
more fully the mathematical rules and computational logic em- 
ployed by Operation Research analysts; and (3) appreciate more 
the various methods used for recording and analyzing data in 
mathematical problem solving. 

Who May Attend 

This program is open to Federal, State, and local government 
employees. It is particularly directed at persons who perform 
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or will perform quantitative analyses of operations problems for 
management, or who are responsible for the supervision of such 
efforts. The program presumes familiarity with operations re- 
search concepts on the part of the participant. An understanding 
of basic algebra is essential to effective participation and under- 
standing of the practical exercises. 

How To Make Nominations 

Nominations can be made to source E. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



Program and Management Analysis 
X 

COST BENEFIT WORKSHOP 
Civil Service Commission 

A 5-doy program conducted several times a year in Washington, 



Description 

This course provides instruction in the basics of cost benefit 
analysis, with maximum participation in actual analysis and a 
minimum amount of philosophy consistent with understanding 
Several case exercises are covered during the course. Topics 
covered are: the setting for analysis; problem formulation and 
systems identification; the process of analysis; criteria problems 
and output measures; model building and use; present value, dis- 
counting, and other time problems in analysis ; cost and benefit 
identification and calculation; standards for reviewing analysis; 
and the economics of public program analysis. 

IF7io May Attend 

This course for Federal, State, and local government officials who 
ara * ' beginners in actual analysis involving cost benefit cal- 
culations; (2) managers for whom a working knowledge of the 
techniques of analysis important; (3) program managers; and 



(4) those who review cost-benefit studies. There are no grade 
level restrictions; however, nominees at GS-9 and below (or the 
equivalent) will be considered on an individual basis. 

I loir To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



COST ESTIMATING TECHNIQUES 
• Civil Service Commission 

A 5-iIav program ,<>n<liirtr<l several times a year in Washington, 



Description 

This course enables managers to develop a good understanding 
of the techniques that are used in determining costs of future 
programs. It provides practical methods for problem identification 
and insights into the application of cost projection techniques. 
The course also introduces the concepts and methods for identify- 
ing the true level of past, present, and future costs for such 
purposes as budgets, estimates of cost-to-complete programs, 
manpower needs, operating performance, and control of subcon- 
tracted activities. 

Who May Attend 

This program is for Federal, State, and local government officials 
who are in positions responsible for or influencing management 
decisions. There are no grade level restrictions. 

I low To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Conflict your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 
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DISCOUNT RATES AND PROCKDURES 
Civil Service Commission 

A I-ilny program rnmliirlf'fl 2 limr> u year in \('ii>liiii|clon, D.C. 

Description 

This course achieves the following objectives: (1) to explain 
why discounting is a reasonable approach to analyzing future 
program costs and benefits; (2) to provide instruction on how to 
do it; and (3) to guide participants through actual practice 
problems and a case study. Participants will feel competent to 
carry out the provisions of Office of Management and Budget 
Circular A-94 and to know when to use discounting in the plan- 
ning. programming, and budegting process. 

Who May Attend 

This program is for Federal, State, and local government officials 
involved in program analysis, budget analysis, management 
analysis, planning, or management of a public program. There 
are no grade level restrictions. 

i 

How To Make Nominations 

Nominations can be made to source E. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



ECONOMIC INVESTMENT ANALYSIS 
Civil Service Commission 

A 4-day course offered several limes a year in Washington, D.C. 

Description 

This program covers the major elements involved in economic 
investment analysis of Department of Defense projects. Lectures, 
case studies, and discussion groups cover such topics as: dis- 
counted cash flow, cost analysis, treatment of inflation and un- 
certainty, decision criteria, and preparation and presentation of 
economic investment analysis. Although cases and examples are 
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drawn from Defense, the principles and techniques are applicable 
to all government programs using economic analysis. 

Who May Attend 

Participation is open to civilian and military personnel in the 
middle or upper levels of management, administration, or budget- 
ing in government. 

Ilow To Make IS animations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



ELEMENTS OF MANAGEMENT ANALYSIS 
Civil Service Commission 

This course will lie rontlnrlrtl intermittently in Washington, D.C. 



Description 

A 5-day course at the most basic level to prepare employees for 
the more advanced courses in the management analysis series. 
Among topics to be covered are: management analysis, organiza- 
tion theory, data collecting, basic mathematics and statistics, 
report writing, and scheduling. This course is recommended for 
non-professional employees who have demonstrated through 
diligence, enthusiasm, and efforts at self-development, a potential 
for advancement into a professional position. Elements of Man- 
agement Analysis can serve as an entry vehicle to more advanced 
courses and eventual full professional status as a management 
analyst. 

Who May Attend 

Participation is open to employees of any Federal, State, and 
local, or foreign government who anticipate that they will be 
doing elementary management analysis work. 
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How To Make Nominations 



Nominations can be made at any time to source E. See page 
vi. Contact your Training Otlice for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



MANAGEMENT ANALYSIS AND REVIEW 
Civil Service Commission . 

A 5-<Inv program conducted several lime* a year in Washington, 

D.C. 

Description 

This course provides an over-all view of the process of manage- 
ment analysis. It gives the new analyst a firm foundation in the 
management analysis cycle from planning a management analysis 
study to the report and evaluation of installed management sys- 
tems. Classroom experience is provided to the participant through 
a multiphase case study. 

Who May Attend 

New management analysts, management interns, supervisors and 
managers who deal with management analysts, and others in- 
terested in improved efficiency of management systems are eligible 
to participate. State and local government analysts are also in- 
vited and encouraged to attend. There are no grade level re- 
strictions. 

How To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 
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NETWORK TECHNIQUES FOR PROJECT 
MANAGEMENT 

Civil Service Commission 

A 3 -day program conducted several limes u year in Washington, 
D.C. 



Description 

This course is a balance between network techniques and how 
to use them, and projects and how to manage them. The basic 
tools of PERT, CPM, and specialized Gantt bar charts will be 
explained. Topics include a step-by-step approach to project 
management, the computer and project management, resource 
allocation and project budgeting, designing a project management 
organization, and the role of Uie project manager. Case studies, 
a film, and several exercises are used to supplement topic dis- 
cussions in a workshop class format. 

If ' ho May Attend 

No grade restrictions are enforced except that the nominations 
of employees at GS-6 and below must be accompanied by a justifi- 
cation. Federal, State, and local employees are eligible. 

Dow To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course : 

See nomination procedures on page v. 



PLANNING — PROGRAMMING- — BUDGETING 
WORKSHOP 

Civil Service Commission 

A 5-iluy program conducted twice a year in Washington, D.C. 



Description 

The course leads the participant from a broad view of public 
finance to a sound understanding of the systems approach to 
management. It provides the participant an understanding of the 
philosophy of PPB, particularly the need for projecting agency 
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goals, and a detailed look at significant economic analysis concepts 
through case-study workshops. These workshops develop an ap- 
preciation for this approach to management, instilling an aware- 
ness of the strengths and weaknesses of analysis and improving 
communication between managers and analysts. 

Who May Attend 

This workshop is for those directly involved in PPB operations 
such as program and budget personnel, and line and staff man- 
agers at upper and middle levels who will be using the system 
as an aid to decision making. Participation is open to Federal, 
State, and local government officials. Experience indicates that 
the course is more valuable for individuals who have expedience 
with policy level management decisions. 

How To Make Nominations 

Nominations can be made to source E. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



PROGRAM EVALUATION TECHNIQUES I 
Civil Service Commission 

A 3>(iay program given intermittently in Washington, D.C. 

Description 

^his course provides a disciplined approach to promoting the 
understanding and use of the most basic evaluation principles for 
agency management. Upon completion of this course participants 
should be able to improve statements of plans, accomplishment, 
and budgetary justification. Such improvements will result from 
improvement in the nature and quality of the support for these 
statements. 

Who May Attend 

This program is intended for Federal, State and local government 
officials involved in program evaluation, program analysis, plan- 
ning or management of a public program. There are no grade 
restrictions. 



How 7 o Make Montinations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



PROGRAM EVALUATION TECHNIQUES II 
Civil Service Commission 

A 3-iIuy program conducted intermittently in jmhington, D.C. 



Description 

The primary objective of this course is to provide inexperienced 
program evaluators with a structured method for gathering and 
evaluating evidence of the effectiveness of government programs. 
It starts with translation of program goals into measurement 
criteria, proceeds through techniques for data gathering and 
analysis and culminates in information which when properly 
interpreted provides a basis for effective management action. 

IT' ho May Attend 

This course is intended for all Federal, State and local government 
employees, who are involved in program evaluation,, program 
analysis, planning or management of a public program. There 
are no grade restrictions. Familiarity with the systems approach 
to analysis and inferential reasoning is desirable. 

How To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 
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VALUE ANALYSIS FOR MANAGEMENT SYSTEMS 
Civil Service Commission 

A 6*«lay program conducted intermittently in Washington, D.C. 

Description 

A workshop in Value Analysis as applied to systems and pro- 
cedures (also known as “software” areas). The course instills the 
know-how for examining management systems to achieve objec- 
tives at a lower cost. The rationale behind Value Analysis and the 
value analysis job plan is presented. A workbook which details 
concepts and the methodology is provided to each participant. 
Participants are required to bring a problem from their own 
agencies to which the value analysis techniques will be applied. 
Agencies are encouraged to send interdisciplinary “teams” of 
persons who are familiar with the system, procedure or method 
which will be worked on in class. At the conclusion of this course, 
the “team” will have completed or be well along toward the con- 
clusion of their project. Afterwards, each team member will be 
prepared to apply value analysis to other problem areas in his 
agency. While “team” participation is encouraged, individual 
participants will be accepted. The primary requisite is that the 
“team” or individual participants be knowledgeable about the 
project which is brought to class for value analysis. When such 
a knowledgeable interdisciplinary “team” applies the VA method- 
ology on the “live” agency problem, an immediate return on 
training investment will be realized instead of a training cost. 

Who May Attend 

Those eligible to participate in VALUE ANALYSIS FOR MAN- 
AGEMENT SYSTEMS include management analysts, program 
managers, personnel specialists, industrial engineers, supervisors 
of service-producing units, and others concerned with efficient 
and effective program management. State, local, and foreign 
government employees are also eligible and encouraged to par- 
ticipate. There are no grade restrictions; however, all nomina- 
tions are subject to acceptance and confirmation by the Civil 
Service Commission. 

How To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
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and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



WORK SIMPLIFICATION TECHNIQUES 
Civil Service Commission 

A 5*day program conducted intermittently in Wnahiugton, D.C. 

Description 

This course provides participants with a working knowledge of 
the methodology of work simplification. While the primary em- 
phasis of the course is on the methods and techniques used for 
work simplification the course gives thorough stress on the human 
aspects of getting results — how to build an organizational climate 
of positive participation. Topics include: principles of motion 
economy, basic tools of work simplification (such as work distri- 
bution and process flow), job enrichment considerations, anatomy 
of change, and stimulating creativity and change. 

Who May Attend 

This course is for managers, technicians, and others who super- 
vise or deal with management analysts as well as new manage- 
ment analysts, employees being prepared for management analysis 
positions, and management analysts who feel the need for further 
training. State, local, and foreign government employees are also 
eligible and encouraged to participate. Although it is not a re- 
quirement, a basic understanding of flow charting would be 
helpful to participants (see Workshop in Process Flow Charting 
course). There are no grade restrictions; however all nomina- 
tions are subject to acceptance and confirmation by the Civil 
Service Commission. 

How To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 
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WORKFORCE ESTIMATING 
Civil Service Com mission 

A 5-<liiv program conducted several times n year in Washington, 



Description 

This course examines work measurement and estimating tech- 
niques with emphasis on muiiiple regression analysis, a statistical 
estimating technique recommended by the Office of Management 
and Budget. Participants are exposed to various work measuring 
techniques so that those techniques best suited for their agencies 
can be identified and implemented. These work measurement and 
statistical manpower estimating techniques are then related to the 
overall measurement of productivity. 

Who May Attend 

Participation is open to all Federal, State, and local government 
personnel involved in preparing manpower requirements. Par- 
ticipants will find it useful to be acquainted with basic statistical 
techniques. There are no grade restrictions; however, all nomina- 
tions are subject to acceptance and confirmation by the Civil 
Service Commission. 

How To Make Nominations 

Nominations can be made at any time to source E. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



WORKSHOP IN PROCESS FLOW CHARTING 
Civil Service Commission 

A 3-dny course conducted several limes a vear in Washington. 
D.C. 




Description 

This course will bring participants up to a full professional level 
of proficiency in process flow charting. The ability to produce 
accurate and fully documented work process flow charts is a basic 
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skill of the analyst. Using symbolism approved by the American 
Society of Mechanical Engineers, participants will develop and 
sharpen their skills with this basic tool for analysis and com- 
munication. Topics include: basic symbolism; chart construction; 
variations of charting; introduction to decision tables as a sup- 
plement to charting; using charts in analysis, documentation, 
presentations, and implementation. 

Who May Attend 

Managers, technicians, and others who supervise or deal with 
management analysts as well as new management analysts, em- 
ployees being prepared for management analysis positions, man- 
agement analysts who feel the need for further training, are 
eligible to participate in the Workshop in Process Flow Charting. 
State, Local, and foreign government employees are also eligible 
and encouraged to participate. There are no grade restrictions; 
however, all nominations are subject to acceptance and confirma- 
tion by the Civil Service Commission. 

How To Make Nominations 

Nominations can be made at any time to source E. See page vi. 
Contact your Training Office for course announcement and/or 
Quarterly Calendar which provides course dates, cost, and location 
of training course. 

See nomination procedures on page v. 
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Employee Development and Training 



ADVANCKI) EMPLOYEE DEVELOPMENT 
Civil Service Commission 

A 3*<luy courM* lo In* held annually ut the Civil Service Com* 
mission Iniiiiiug fucilitio^Wushiugtmi, O.C. 

Description 

The course is designed to assist those involved in training and 
development to meet the demands of today’s manpower require- 
ments by : 

• Appraising the changing role of the employee development 
officer and defining and analyzing the significant new and 
emerging functions and responsibilities. 

• Examining major problem areas of continuing concern to 
employee development officers. 

• Analyzing some of the significant developments in teach- 
ing methods and strategy. 

• Exploring behavioral science findings and their relevance 
to the employee development field. 

Lecture, discussion, case study and workshops will be utilized to 
obtain involvement and participation. 

Who May Attend 

Federal, State and local government employees who are personnel 
specialists, GS-9 through 13 (or equivalent), who have significant 
responsibilities in employee development and who have had train- 
ing or experience in the function. 

How To Make Nomination « 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 
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BASIC EMPLOYEE DEVELOPMENT 
Civil Service Commission 

A 5*<l«v course* to |>c lu;l<l twice a year at the Coil Service Com- 
mission training facilities, Washington, D.C. 

Description 

The course is designed to provide each participant with an under- 
standing of the following fundamentals of employee development: 

1. Various functions and roles in employee development 

2. Basic learning theories and characteristics of the adult 

learner 

3. The training process : 

a. identifying training needs 

b. setting training objectives 

c. selecting training methods and materials 
determining resources 

e. conducting learning experiences 

f. evaluating training results 

4. Principles and methods of counseling adults 

5. Organizing and managing training 

6. Developing the underutilized and disadvantaged 

7. Trends in the field 

The course will include lectures, group discussions, practical ex- 
ercises, workshops, and outside readings. 

Who May Attend 

Federal, State and local government employees in GS-5 through 
9 (or equivalent) who are beginning or have been selected for 
careers in employee development. 

How T o Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 
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DEMONSTRATION WORKSHOP IN VIDEOTAPE 
TECHNIQUES 

Civil Service Commission 

A 3-ilny course lo be held twice a year at the Civil Service Coni* 
mission training facilities, Washington, D.C. 



Description 

This workshop will provide opportunities for participants to hear 
and meet experts in the field of instructional television, to ex- 
change ideas with other trainers, to view selected lessons on 
videotape, and to experience some hands-on activity dealing with 
lesson planning and presentation via television. 

General discussions will concentrate on : 

• TV and the Learning Process 

• Use and Misuse of TV for Training 

• Techniques for Effective Videotape Presentations 

• Evaluating the Use of TV in Training 
Break-out sessions will include: 

• Principles of Visual Communication 

• Steps in Developing a Program 

• Scriptwriting 

• Designing Appropriate Graphics 
Who May Attend 

Federal, State and local government, employees who serve as 
employee development specialists, instructors, or audio-visual 
technicians having special interest or responsibility for applying 
videotape techniques to training. 

Ilow To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



INSTRUCTIONAL METHODS WORKSHOP 
Civil Service Commission 

A 3-day course held niiiiiiiillr al the Civil Service Commission 
training facilities, Washington, D.C. 

Description 

This workshop is designed to provide skills in (and thorough 
knowledge about) more advanced training methods. Opportunity 
will be given each participant, wherever possible, to apply insights 
and skills in a series of instructional practice sessions, or to ob- 
serve an in-depth demonstration of each technique. 

Among the topics to be covered will be : 

• Overview of Instructional Methods 

• The Case Method of Instruction 

• The Incident Process 

• Role Play 

• Drama 

• Programmed Instruction : Selection and Use 

• Simulation: Promoting Participation in Small Groups 
through Games and Exercises 

Who May Attend 

Federal, State or local government employees who are training 
specialists or instructors who have responsibility for instructing 
or training others to instruct. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



O 

ERIC 



200 



3C5 



INSTRUCTOR TRAINING 
Civil Service Commission 



A 10-<luv »oursc to lie hol<l twice a year at the Civil Service Com* 
mission training facilities, Washington, D.C. 



Description 

The course covers principles, methods, and practices of instruc- 
tion, including: the psychology of learning, preparation of lesson 
plans, varieties of teaching methods, preparation and use of visual 
aids, and evaluation of training. A “how-to-do-it” course em- 
phasizing a series of practice instructional sessions for each 
participant, with oral and written critiques from the group and 
individual criticism and assistance from the Personnel Manage- 
ment Training Center staff. 

Who May Attend 

Any Federal, State or local government employee who is respon- 
sible for instructing or for training others to instruct. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



MANAGEMENT DEVELOPMENT: PRINCIPLES 
AND METHODS 

Civil Service Commission 

A 3-day course held annually at the Civil Service Commission 
training facilities, Washington, D.C. 

Description 

Provides employee development officers and others with significant 
management development responsibilities a framework in which 
to plan and carry out management development programs 
through: analysis of the competences required of the modern 
manager, definition of the role of the employee development officer 
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in facilitating the development of such competences, and ap- 
praisal of significant theories and techniques relevant to manage- 
ment development. 

Who May Attend 

Federal, State and local government employees who are training 
specialists with significant responsibilities in the employee de- 
velopment function and with specific responsibility for manage- 
ment development in their agencies. 

Hoiv To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



PROGRAMMED INSTRUCTION: APPLICATIONS 
FOR GOVERNMENT TRAINING 

Civil Service Commission 

A 3 -da;' course held annually at the Civil Service Commission 
training facilities, Washington, D.C. 

Description 

This course will explore the principles, techniques and uses of 
programmed instruction, enabling participants to determine how 
this instructional method may best be utilized in meeting their 
agency training needs. 

Who May Attend 

Federal, State and local government employees who are serving 
as employee development officers and specialists having special 
interest or responsibility in instructional methodology. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
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Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



THE SUPERVISOR AND ON-THE-JOB TRAINING 
Civil Service Commission 

A 3-duy course held twice a year al the Civil Service Commission 
training facilities, Washington, D.C. 



Description 

The course is designed to provide the participants with the skills, 
knowledge and techniques he or she will need to conduct on- 
the-job training. This will be accomplished through the use of 
lectures, workshops, films, readings and practice sessions. It will 
cover: 



• Reasons for training 

• How employees learn 

• Analyzing the job to be done 

• Determining training objectives 

• Planning and preparation for on-the-job training 

• How to conduct O-J-T 

• Evaluation and follow-up of on-the-job training 
Who May Attend 

This course is open to those supervisors in Federal, State and 
local governments who have responsibility for conducting on-the- 
job training or for training others to conduct on-the-job training. 
It is also open to non-supervisory employeeTwho have significant 
responsibility for giving on-the-job training. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 
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TRAINING COST MODEL WORKSHOP 
Civil Service Commission 

Half-duy workshop conducted several times a year at the Civil 
Service Commission training facilities, Washington, D.C. 

Description 

This workshop provides a step by step procedure which will en- 
able the participants to either predict the cost of a proposed 
training course or, in the absence of accurate data, to reconstruct 
the cost of a course that is already past. The cost model involves 
four simple steps : 

• making basic assumptions about the structure of the pro- 
posed training course 

• selecting cost data from cost data tables 

• recording the data on worksheets 

• transferring the data to summary cost worksheets 

The workshop involves a presentation of the model and several 
participant exercises. 

Who May Attend 

Employee development specialists, personnel specialists, manage- 
ment and budget specialists and others who have or anticipate 
having responsibility for predicting or reconstructing the cost 
of training. State and local employees with equivalent positions 
are also eligible to attend. 

How To Make Nominations 

Nominations can be made at any time to source F. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



WORKSHOP IN TRAINING COURSE DESIGN 
Civil Service Commission 



A 5-rfny course to |,<, rondurlcd twice u year nl the Civil Service 
Commission traiiiing facilities, Washington, D.C. 



Description 

This course is concerned with providing participants with the 
knowledges and skills needed in the design of training courses. 
The systems approach to course design will be emphasized and 
the course will include such topics as: 

• task analysis 

• behavioral analysis 

• instructional objectives 

• instructional sequence 

• methods and media selection 

• validation 

Who May Attend 

Employee development specialists, education specialists and others 
in Federal, State and local government who have responsibility 
for the design of training courses. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 
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Employee Relations 

ADMINISTERING THE ALCOHOLISM PROGRAM 
Civil Service Connnission 

A training course for nlroholism program administrators on<l 
coord inn tort* to hr held three limes a year at the Civil Service 
Commission training facilities, Washington, D.C. 

Description 

Provides specific knowledge and skills and suggested plans for 
developing and implementing agency policy and program. Topics 
covered include: educating and informing the work-force; de- 
veloping a counseling capability; establishing a liaison with 
community education, treatment and rehabilitation facilities; and 
evaluating the agency program. The opportunity for consultation 
following the program is also provided. 

Who May Allend 

Persons serving as headquarters level alcoholism program ad- 
ministrators and field installation coordinators as suggested by 
FPM Letter 792-4. State and local government employees in 
equivalent positions are also eligible to attend. 

Hotv To Make Nominations 

Nominations can be made at any time to source F. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



ADVANCED EMPLOYEE RELATIONS 
Civil Service Commission 

A 3-day course to be held annually at the Civil Service Com- 
mission training facilities. Wo Aington, D.C. 

Description 

Emphasizes three areas: employee relations program areas of 
special emphasis such as occupational health and pre-retirement 
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counseling; current trends in the behavioral sciences as applied 
to employee relations; and the exchange of ideas and discussion 
of problems of mutual interest to the group. Does not include 
labor relations. 

Who May Attend 

Federal, State and local government employees serving as per- 
sonu.il specialists. GS-9 through 13 (or equivalent), who have 
had training or experience in the employee relations function. 

Ho iv To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



ADVERSE ACTIONS 
Civil Service Commission 

A 3-dav course to he held three times a year at the Civil Service 
Commission training facilities, Washington, D.C. 



Description 

Provides information on the purpose of adverse actions, historical 
and legal background, laws, executive orders, and regulations 
governing adverse actions, procedural requirements, preparations 
of notices of proposed adverse action and notice of decision, merits 
of cases, current issues, and reduction in force. 

Who May Attend 

Personnel specialists, GS-9 through 13 (or the equivalent), who 
prepare or review correspondence involved in adverse actions; 
plan and carry out reductions in force; prepare or review regula- 
tions; or perform advisory and counseling work in the subject 
areas concerned. 
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How To Make Nominations 



Nominations can be made at any time to source F. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



APPEALS AND GRIEVANCE EXAMINERS 
Civil Service Commission 



A 3-<lnv course to be held three times a year at the Civil Service 
Commission training facilities, Washington, D.C. 



Description 

Designed to provide knowledge in the procedural requirements of 
the appeals and grievance programs and skill in the preparation 
for and conduct of hearings and inquiries. Participation in this 
course will satisfy the standard requiring all Appeals and Griev- 
ance Examiners to complete a specialized course of training pre- 
scribed by the Commission. 

Who May Attend 

Persons meeting the Standards for Examiners established in 
FPM Letter 771-5, dated October 20, 1970. 

State and local government employees in equivalent positions are 
also eligible to attend. 

How To Make Nominations 

Nominations can be made at any time to source F. See page 
vi. Contact your Training Office for cource announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



BASIC EMPLOYEE RELATIONS 
Civil Service Commission 

A 5 ‘Hay course lo lie held twice a year at the Civil Service Com- 
mission training facilities, Washington, D.C. 

Description 

Provides basic knowledges of the employee relations function 
including labor relations, with emphasis on case analysis of in- 
dividual complaints, grievances, and appeals and coverage of 
legal and regulatory requirements; includes principles of human 
relations and introduction to counseling techniques. 

Who May Attend 

Federal, State and local government employees serving in per- 
sonnel management positions, GS-5 through 11 (or equivalent). 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



i 

COUNSELING THE TROUBLED EMPLOYEE: 
ALCOHOLISM, DRUG ABUSE AND THE 
EMOTIONALLY DISTURBED 

Civil Service Commission 

A training course to be held three times a year at the Civil 
Service Commission training facilities, Washington, D.C. 



Description 

Explores behavioral medical problems which, because they are 
heavily stigmatized, present distinct problems in identification 
and counseling. Coverage through role playing, group discussion, 
and case studies will include modern techniques for identification, 
motivation, and counseling of troubled employees. 
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Who May Attend 

Personnel management specialists, occupational health physicians 
or nurses, and other personnel who regularly counsel troubled 
employees. State and local government employees in equivalent 
positions are also eligible to attend. 

How To Make Nominations 

Nominations can be made at any time to source F. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



EMPLOYEE RELATIONS ASSISTANT FUNCTION: 
WORKSHOP FOR CLERICAL AND TECHNICAL 
SUPPORT PERSONNEL 



Civil Service Commission 

A 3-tIay course to he held twice a year at the Civil Service Com- 
mission train in ft facilities, Washington, D.C. 



Description 

Designed to increase understanding and skill in assisting em- 
ployees and supervisors with various areas of employee services 
such as retirement and health benefits. Also promote increased 
understanding of some basic concepts such as adverse actions and 
grievances. In addition to those mentioned, topics to be covered 
by lecture, group discussions, case studies and outside readings 
include community services, debt complaints and financial as- 
sistance, and disciplinary cases. 

Who May Attend 

Federal, State and local government employees who have clerical 
or technical support responsibilities in the employee relations 
functional area, GS-3 through GS-7, or employees being cross- 
trained. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
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Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



THE .MANAGER’S ROLE IN OCCUPATIONAL 
MENTAL HEALTH 

Civil Service Commission 

A 3-<lay cour»e held annually at tlic Civil Service Commission 
training facilities. Washington, D.C. 



Description 

Designed to increase managers’ understanding of the underlying 
causes of common behavior problems, broaden the range of possi- 
bilities open to managers in coping with problem employees, and 
identify resources available to employees with emotional or social 
problems. The conceptual framework — social, psychological, and 
medical — is established through lecture/discussion sessions with 
mental health professionals. Interspersed with lecture/discussion 
sessions are case discussions in small groups, with emphasis on 
the participants discussing and analyzing problems from their 
own experience. A professional resource person is available to 
each group. Subjects covered include: absenteeism and tardiness, 
alcoholism and drug abuse, interpersonal conflict, overdependence 
on others, destructive and threatening behavior, the manager’s 
feelings and reactions to such problems, current views of the 
Civil Service Commission and the courts with reference to agency 
actions in connection with problem employees, and community 
resources. 

Who Hi ay Attend 

Federal, State and local government employees who are super- 
visors or managers, GS-9 and above (or equivalent) . Others will 
be admitted as space permits. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



MEDICAL ASPECTS OF ALCOHOLISM 
Civil Service Commission 

A training course to be held twice a year at the Civil Service 
Commission training facilities, Washington, D.C. 



Description 

Medical authorities in the alcoholism field describe current diag- 
nostic and treatment techniques for identifying, confronting, and 
motivating alcoholic employees. The relationship between medical 
units and agency management is also discussed. 

Who May Attend 

Course is directed to occupational health physicians and nurses 
in Federal, State and local goverments. 

How T o Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



PRE-RETIREMENT PLANNING INSTITUTE FOR 
AGENCY ADVISORS 

Civil Service Commission 

A 3-Hay course held annually at the Civil Service Commission 
training facilities, Washington, D.C 

Description 

Provides agency retirement advisors with knowledges and tech- 
niques which will serve as a basis for developing and conducting 
in-house preretirement planning programs, and for strengthening 
existing programs. Covers: objectives of preretirement planning, 
content of a comprehensive preretirement planning program, de- 
signs, conduct, and evaluation of preretirement planning pro- 
grams, and techniques of retirement counseling. 



W'ho May Attend 

Federal, State and local government personnel who are or will be 
responsible for developing in-house preretirement planning pro- 
grams or for counseling individual retirement eligibles. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



SEMINARS IN ALCOHOLISM AND DRUG ABUSE 
PROGRAMMING 

Civil Service Commission 

A training course held annually consisting of ten half-day 
sessions at the Civil Service Commission training faeilties, Wash- 
ington, D.C. 

Description 

Guest speakers explore aspects of alcoholism and drug afc^ise 
programming of general interest. Presentations are followed by 
discussion with the speaker. Time is usually made available for 
discussion on common areas of concern. New films may also be 
previewed. Previous topics have included: “Supervisory Vacilla- 
tion and How to Overcome It,” with Dr. Harrison Trice; and 
“Empathy and the Art of Counseling,” with Dr. David A. Stewart. 

Who May Attend 

Persons serving as alcoholism program administrators, coordina- 
tors, and medical and counseling personnel at all levels. State 
and local government employees are also eligible to attend. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 
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Equal Employment Opportunity 



ADVANCED EQUAL EMPLOYMENT OPPORTUNITY 
COUNSELING 

Civil Service Commission 

A thrccday course to be given four times a year at the Civil 
Service Commission training facilities, Washington, D.C. 



Description 

This workshop is designed to aid EEO counselors in resolving 
complaints of discrimination on an informal basis. The course 
offers realistic suggestions for coping with counseling problems 
faced by participants. At the end of the course, participants 
should be able to : 

• apply effective communication techniques 

• practice sound counseling methods 

• update their knowledge of the discrimination complaint 
process 

• recognize the effects of discrimination 

• define and analyze EEO problems 

Who May Attend 

Federal, State and local government employees who are presently 
serving as EEO Counselors and have completed the basic EEO 
Counseling course given by the Civil Service Commission or their 
agency. 

How To Make Nominations 

Nominations can be made at any time to source F. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

Other Information 

Those designated to serve as EEO officers, investigators, or ap- 
peals examiners, or who function primarily as managers and 
supervisors, should register in the appropriate Civil Service 
Commission or agency courses dealing with these activities. 
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EQUAL EMPLOYMENT OPPORTUNITY 
COUNSELING 

Civil Service Commission 

A 3-day course to be held 10 times a year at the Civil Service 
Coin mb* ion training facilities Washington, D.C. 

Description and Objectives 

This course is designed to prepare EEO Counselors to informally 
resolve complaints of discrimination. The principal focus of the 
course is on techniques of counseling; taught through lecture and 
role-play sessions which simulate actual complaint situations. 

Specifically, at the end of the course students will be able to: 

• explain the discrimination complaint process 

• describe their role as EEO Counselors 

and will have the beginning skills necessary for them to: 

• conduct interviews 

• gather information pertinent to the complaint 

• informally resolve the complaint 

Who May Attend 

Any Federal, State or local government employee who has been 
designated as an EEO Counselor. 

How To Make Nominations 

Nominations can be made at any time to source F. See Page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

Other Information 

This program is not designed for Investigators of discrimination 

complaints. 
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EQUAL EMPLOYMENT OPPORTUNITY: 

PROGRAM PLANNING AND EXECUTION 

Civil Service Commission 

A 3*< Joy course to be given twice u year at the Civil Service Com- 
mi>Moii training facilities, Washington, D.C. 



Description 

Designed to help agencies make equality of employment oppor- 
tunity a reality, this workshop offers concrete suggestions for the 
design and implementation of an effective EEO program. At the 
end of the course, participants should be able to : 

• understand the Federal Personnel System and its flexibili- 
ties 

• know how to design and administer an affirmative action 
plan 

• know how the discrimination complaint process works 

• develop solutions for their own EEO problems using new 
ideas, methods, and resources 

Who May Attend 

This program is intended for newly-appointed EEO Officers and 
Directors of EEO programs. State and local government em- 
ployees in equivalent positions are also eligible to attend. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 

Other Information 

Those designated as EEO counselors, investigators, and appeals 
examiners, or who function primarily as managers or supervisors, 
should register in the appropriate Civil Service Commission or 
other agency courses dealing with these activities. 



INVESTIGATION OF COMPLAINTS OF 
DISCRIMINATION 

Civil Service Com mission 

A 4-«lay course | 0 be heltl four limes a year al the Civil Service 
Commission training facilities, Washington, D.C. 

Description 

This program is designed to provide discrimination complaint 
investigators with the beginning skills necessary for them to 
conduct a complete and impartial investigation. 

Beginning with a discussion of the EEO complaint regulations, 
the course follows the investigative steps from initial receipt of 
the complaint to writing the report. 

At the end of the course, the students will have the beginning 
skills necessary to: 

• interpret statistics to determine the climate in which the 
alleged discrimination has taken place 

• gather pertinent record information 

• conduct an interview 

• take testimony in affidavit form 

• write the report 

I Vho Ht ay Attend 

Federal, State and local government employees who have been 
designated as discrimination complaint investigators. 

flow To Make Nominations 

Nominations can be made at any time to source F. See Page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 

Other Information 

This course is not designed for EEO Counselors. 
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THE MANAGER’S ROLE IN EQUAL EMPLOYMENT 
OPPORTUNITY 

Civil Service Commission 

A 3-dav courtc lo be held four lime* a year al the Civil Service 
Conimi»»ion training facilities, Washington, D.C. 



Description 

Developed to pinpoint the EEO responsibilities of Federal man- 
agers, this program will provide concrete ways for managers to 
develop and implement their personal EEO action plans. Spe- 
cifically, at the end of the course, students will be able to: 

• identify the nature of prejudice and its effect both on and 
off the job 

• evaluate their own attitudes toward equal employment 
opportunity 

• recognize and practice sound EEO techniques 

• develop their personal EEO affirmative action plan 

• analyze the effectiveness of their plans after they have 
implemented them 

Who May Attend 

Federal, State and local government employees serving as man- 
agers, GS-12 and above (or equivalent). 

How To Make Nominations 

Nominations can be made at any time to source F. Sec page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 
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PERSONNEL MANAGEMENT FOR EEO 
SPECIALISTS 

Civil Service Commission 

A 3-day course lo be held I nice a year at the Civil Service Com- 
mission training facilities, Washington, D.C 



Description 

This seminar is designed to provide EEO specialists with the 
knowledge of the Federal Personnel System whvh is essential 
for the proper performance of their duties and responsibilities. 
Attention will focus on : 

• Recruitment 

• Examining 

• Certification 

• Selection 

• Orientation 

• Position classification 

• Training 

• Promotion plans and Upward Mobility 

• EEO Complaint Procedures 

• Disciplinary Action 

Who May Attend 

Federal, State and local government employees who are serving as 
Directors of EEO programs, EEO Officers, EEO Counselors, EEO 
Investigators, Federal Women’s Program Coordinators, and any 
other EEO specialists. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 

Other Information 

This course is not designed for personnel specialists. 
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General Personnel Management 

IDEAS AND AUTHORS: PERSONNEL 
MANAGEMENT 

Civil Service Commission 

Three afternoon sessions held once a month for 3 months. This 
course is held annually at the Civil Service Commission training 
facilities, Washington, D.C. 

Description 

Affords Federal personnel specialists a chance to explore sig- 
nificant current publications through direct discussion of the 
author’s ideas in addition to systematic examination of the books 
themselves. At each session, an outstanding writer will discuss 
his book, and an expert guest critic will present his reactions and 
commentary ; after which participants will have an opportunity 
for discussion and questions. Books are furnished well in advance 
of the sessions at which they are to be discussed. 

If 'ho May Attend 

This course is intended primarily for persons occupying positions 
in any personnel management specialty. Individuals from other 
occupational series will also be admitted to the extent that space 
permits. State and local employees are also eligible to attend. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 




INTRODUCTION TO PERSONNEL MANAGEMENT 
Civil Service Commission 

A 5-iIay course to be held 3 times a year at the Civil Service 
Commission training facilities, Washington, D.C. 

Description 

Defines and discusses the several personnel management special- 
ties and their interrelationships, and emphasizes their relation- 
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ships with overall personnel management and total management; 
identifies the special competences required for success in person- 
nel management; discusses current trends and developments in 
personnel management. 

II /to May .Mend 

Career employees, usually grades GS-5 through 9. who are be- 
ginning or have been selected for careers in personnel manage- 
ment. Management interns or trainees in other fields are also 
eligible as space permits. State and local employees with equiva- 
lent positions will also be eligible. 

Hole To Make dominations 

Nominations can be made at any time to source F. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



PERSONNEL MANAGEMENT EVALUATION 
TECHNIQUES 

Civil Service Commission 

A 5-dav ruiir»c to be held annually at the Civil Service Com- 
ntivdon training facilities Washington, D.C. 




Description 

This course is designed to provide basic training in the techniques 
and procedures of personnel management evaluation. Participants 
will be able to: (1) understand the primary considerations in 
planning, scheduling, and organizing evaluations; (2) employ 
basic information collecting techniques; (3) understand the fun- 
damental elements required for effective presentations of evalua- 
tion findings. 

Who May Attend 

Participation is open to Federal, State and local government 
employees who will be involved in the conduct of personnel 
management evaluations, and who have a basic understanding of 
personnel policies and practices. Program material will be pre- 
sented on the assumption that participants are sufficiently knowl- 
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edgeable about these policies and practices to make qualitative 
judgments concerning an agency’s management of its human 
resources. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



PERSONNEL MANAGEMENT FOR PERSONNEL 
ASSISTANTS 

Civil Service Commission 

A 3-day course to be given four limes a year at the Civil Service 
Commission training facilities, Washington, D.C. 



Description 

Designed to give participants increased knowledge about the 
Federal Personnel System; a broader perspective and deeper un- 
derstanding of the following functional areas of personnel: (1) 
staffing and placement, (2) position classification, (3) employee- 
management relations, (4) employee development; and (5) 
increased knowledge of behavioral science concepts and applica- 
tion to personnel. 

Who May Attend 

Employees (GS-4 through 8) who have clerical and/or technical 
support or assistance responsibilities in any of the personnel 
functional areas. These employees will normally be in the GS-203 
occupation series. State and local employees in equivalent posi- 
tions are also eligible to attend. 

How To Make Nominations 

Nominations can be made at any time to source F. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 
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PERSONNEL MANAGEMENT FOR 1‘ERSONN’EL 
SPECIALISTS 

Civil Service Commission 

This course Hill be scheduled over 2 separate weeks, held 1 
month apart, and totaling 7 full-day sessions in all. It is held 
twice a year at the Civil Service Commission training facilities, 

Washington, D.G. 

Description 

Among the subject, matter topics to be covered are : 

• Management and Organization 

• Human Behavior 

• Human Resource Development 

• Personnel Assessment 

• Performance Standards and Evaluation 

• Labor Relations 

• Employee Relations and Services 

• Personnel Management Evaluation 

Who May Attend 

Personnel specialists, GS-9 through 13; specially designed for 
those whose previous experience or training has not afforded a 
broad view of the personnel function. State and local employees 
of equivalent positions are also eligible. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 
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PERSONNEL MANAGEMENT FOR SUPERVISORS 
Civil Service Cum mission 

A 3-flav course tu be given four lime* a year al the Civil Service 
Commission training facilities Washington, D.C. 



Description 

Covers knowledges the first-line supervisor should have concern- 
ing personnel processes and principles for effective performance 
of his job, including the supervisor’s role in the selection, orienta- 
tion, and development of employees; maintaining morale and 
productivity; performance evaluation; discipline and adverse ac- 
tions; and relations with the operating personnel office. 

IF7«o May Attend 

First-line supervisors OS-5 through 12, (or equivalent). State 
and local employees in equivalent positions are also eligible to 
attend. 

Hoiv To Make Nominations 

Nominations can be made at any time to source F. See Page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



PSYCHOLOGY AND THE MANAGEMENT OF 
HUMAN RESOURCES 

Civil Service Commission 

A 3 -day course held twice a year at the Civil Service Commission 
training facilities, Washington, D.C. 



Description 

Explores problems of human behavior in the organization in the 
light of psychological research findings, with specific applicability 
to: institutional requirements (selection, development, and coun- 
seling of employees); individual characteristics (personnel and 
organizational psychology and human motivation); and group 
influences (communication and employee-management relations). 
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Who May Attend 

Middle-level stufT and supervisory employees, as well as personnel 
specialists, who need to know more about the science of human 
behavior. This course is not intended for people who have had 
intensive courses in personnel psychology or industrial psy- 
chology. State and local employees in equivalent positions are 
also eligible. 

Hihv To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Oflice for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



Position Management 



ADVANCED POSITION CLASSIFICATION 
Civil Service Commission 

A 3-<Iay course In he held t*ice a year at the Civil Service 
Commission training facilities, Washington, D.C. 



Description 

Emphasizes classification program planning and execution as an 
integral part total personnel management; stresses the role of 
classification in solving management problems and the responsi- 
bilities of the classification staff in related programs such as 
position management and job redesign ; provides information 
about new classification concepts and techniques, and evaluation 
of the classification program. 

Who May Attend 

Personnel specialists, GS-9 through 13 (or the equivalent) who 
have performed journeyman classification work for at least one 
year. State and local government employees in equivalent posi- 
tions are also eligible to attend. 



Note To Make Nominations 



Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



JOB DESIGN AND RESTRUCTURING 
Civil Service Commission 

A 4-dav course held twice a year at the Civil Service Commission 
training facilities, Washington, D.C. 

Description 

Presents a “how-to-do-it” approach to job development through 
occupational and job analysis, job design, and job restructuring 
to effect good position management and to provide additional 
opportunities for: (a) entry employment, (b) advancement 

within occupations, and (c) “bridges to higher-grade ladders.” 

Who May Attend 

Federal, State and local government employees serving as per- 
sonnel and management analysis specialists, line supervisors and 
managers, and other staff specialists who have significant respon- 
sibilities in position management and job development and who 
have well-rounded backgrounds in their own fields. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



ORGANIZATION THEORY 
Civil Service Commission 

A 3-day course held annually at the Civil Service Commission 
training facilities, Washington, D.C. 

Description 

Explores traditional and current organization theory in the light 
of behavioral studies of employee needs and motivations; dis- 
cusses divergent views of human motivation, practical organiza- 
tion considerations, effective leadership patterns, productivity, 
and achievement of program goals. 

Who May Attend 

Federal, State and local employees serving as personnel officers, 
supervisors, and managers, GS-11 through 15 (or the equivalent). 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



POSITION CLASSIFICATION AND THE 
MANAGEMENT PROCESS 

Civil Service Commission 

A 5-day course held six times a year at the Civil Service Com- 
mission training facilities, Washington, D.C. 

Description 

Stresses the role of classification in total personnel management. 
Provides information and practice applications necessary to de- 
velop basic skills in fact finding, analysis, and evaluation of 
positions through workshop and workbook activities. 

Who May Attend 

Federal, State and local government employees serving in per- 
sonnel specialist positions, GS-5 through 9 (or the equivalent). 
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How To Make Nominations 



Nominations can be made at any time to source F. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



POSITION CLASSIFICATION FOR MANAGERS 
AND SUPERVISORS 

Civil Service Commission 

A 3 -day course held annually al the Civil Service Commission 
training facilities, Washington, D.C. 

Description 

Explains the values of sound position classification in achieving 
overall program goals ; outlines the responsibilities of supervisors 
and managers in the classification process, in relation to the 
classification staff and to their own subordinates; discusses means 
of achieving closer cooperation between supervisors and man- 
agers and the classification staff. 

Who May Attend 

Federal, State and local government employees having line super- 
visory or managerial responsibilities. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



POSITION MANAGEMENT 

Civil Service Commission 



A 3-day course held twice a year at the Civil Service Commission 
training facilities, Washington, D.C. 



Description 

Establishes a systematic approach to position management 
through study of the organization, groupings, and assignment of 
duties in accordance with effective procedures and technology; 
affords practice in the solution of problems of design of work, 
alternative organizational structures, motivation, utilization, and 
control systems; emphasizes the team approach (involvement of 
specialists in budgeting, classification, management analysis, etc.). 

Who May Attend 

Personnel, budget, and management analysis specialists, and line 
managers, who have significant responsibilities in position man- 
agement and who have well-rounded backgrounds in their own 
fields. State and local government employees in equivalent posi- 
tions are also eligible to attend. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



Staffing 

ADVANCED STAFFING AND PLACEMENT 
Civil Service Commission 

A 3-day course lo be held twice a year al the Civil Service Com- 
mission training facilities, Washington, D.C. 

Description 

Reviews the subject areas comprising the staffing function, with 
emphasis on current policies and concerns and on the contribu- 
tions of the behavioral sciences to the assessment of human 
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abilities; emphasizes career staffing concepts and the responsibili- 
ties of staffing specialists in the achievement of the agency’s 
mission ; discusses evaluation of the staffing program. 

Who May Attend 

Personnel specialists, GS-9 through 13 (or the equivalent), who 
have had training or experience in the staffing function. State 
and local government employees in equivalent positions are also 
eligible to attend. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



BASIC STAFFING AND PLACEMENT 
Civil Service Commission 

A 5-day course to be held five limes a year at the Civil Service 
Commission training facilities, Washington, D.C. 

Description 

Frovides an overview and basic knowledge of Federal staffing and 
placement policies and practices, including recruitment, place- 
ment, examining, appointment, internal staffing, promotion, place- 
ment follow-up, and program evaluation. 

Who May Attend 

Staffing specialists, GS-5 through 9 (or the equivalent), and 
other personnel specialists as space permits. State and local 
government employees in equivalent positions are also eligible to 
attend. 

How To Make Nominations 

Nominations can be made at any time to source F. See page 
vi. Contact your Training Office for course announcement 
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and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



MANPOWER PLANNING AND REQUIREMENTS 
Civil Service Commission 

A 3-day courxc lo be held annually al the Civil Service Com* 
mission training facilities, Washington, D.C. 



Description 

Examines traditional, current, and emerging theories and prac- 
tices related to manpower planning. Explores problems involved 
in establishing and implementing a manpower planning program. 
Discusses order of priorities in planning, anticipating the prob- 
lems which can be expected at each stage of the process and 
integrating the findings into a comprehensive plan. 

Who May Attend 

Staff specialists involved in aspects of manpower planning, per- 
sonnel officers and specialists, and line managers in grades GS-11 
and above. State and local government employees in equivalent 
positions are also eligible to attend. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 
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PERSONNEL ASSESSMENT AND SELECTION 
Civil Service Commission 



A 3-<lnv course held twice a year at the Civil Service Commission 
training facilities, Washington, D.C. 



Description 

Reviews the basic concepts in the assessment of human abilities; 
stresses the uses, advantages, and limitations of the several types 
of personnel measurement and appraisal devices, e.g., supervisory 
appraisals, tests, vouchers, interviews, etc. ; examines job analysis 
techniques including the job element approach, and ranking 
scheme techniques involving combining and weighting measure- 
ment results. 

Who May Attend 

Personnel Staffing Specialists GS-5 through 12 (or the equiva- 
lent), and other personnel specialists whose responsibilities 
include staffing. State and local government employees in equiva- 
lent positions are also eligible to attend. 

Ho tv To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



PERSONNEL INTERVIEWING AND COUNSELING: 

A BASIC COURSE 

Civil Service Commission 

A 4-day course held three times a year at the Civil Service Com- 
mission training facilities, Washington, D.C. 



Description 

Provides a basic knowledge of the concepts and techniques used 
in the three principal categories of interviewing methods — the 
employment interview, the employee counseling interview, and 
the career counseling interview (separate segments will be de- 
voted to interviewing and counseling the underutilized and dis- 



advantaged). Participants, when in practice workshop sessions, 
will be assigned according to their indicated specialty. 

Who May Attend 

Employees in any professional personnel specialty grades 5-11 
(or the equivalent), with significant interviewing, employee 
counseling, or career counseling responsibilities. Staff specialists 
and supervisors from other occupational series will be admitted 
as space permits. State and local government employees in equiva- 
lent positions are also eligible to attend. 

How To Make Nominations 

Nominations can be made at any time to source F. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 



PERSONNEL STAFFING ASSISTANT FUNCTION 
Civil Service Commission 

A 3*dny course held six limes a year at the Civil Service Com- 
mission training facilities, Washington, D.C. 

Description 

Provides knowledge for clerical and technical support personnel 
in the use of the Federal Personnel Manual and qualification 
standards; increases understanding of specific rules, regulations, 
and procedures concerned with recruitment, examination, selec- 
tion, and placement; and examines various employment inter- 
viewing techniques. 

Who May Attend 

Employees, GS-4 through GS-6 (or the equivalent), who have 
clerical and/or technical support or assistant responsibility in the 
personnel staffing function. State and local government employees 
in equivalent positions are also eligible to attend. 
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How To Make Nominations 

Nominations can be made at any time to source F. See page 
vi. Contact your Training Office for course announcement 
and/or Quarterly Calendar which provides course dates, cost, and 
location of training course. 

See nomination procedures on page v. 




TRAINING INSTITUTE FOR RECRUITERS 
Civil Service Commission 

A 4-day course held annually al the Civil Service Commission 
training facilities, Washington, D.C. 

Description 

Stresses recruiting methods and techniques, with emphasis on 
recruitment at colleges and universities. Covers the recruiting 
roles of the Commission, agencies, and Federal recruiters; au- 
thorities for recruiting and flexibilities under the merit system; 
determining long and short term manpower requirements; and 
techniques of interviewing, combined with practice interview 
sessions. 

Who May Attend 

This course is designed primarily for new Federal, State and 
local government recruiters who plan to devote either part-time 
or full-time to recruitment activities. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



9 IQ 



234 



A WORKSHOP IN THE JOB ELEMENT EXAMINING 
METHOD 

Civil Service Commission 

A 3-day course lo be held annually al the Civil Service Com- 
mission training facilities, Washington, D.C. 



Description 

Designed to give participants the following fundamentals of the 
job element method : historical background, terminology, general 
policy and philosophy of the method, methodology, techniques, 
and procedures, principles, IAB responsibilities in job element 
examining. Also, skill in the following: methods of studying jobs, 
identification of elements development of crediting plans, use of 
crediting plans in rating candidates, use of job element examin- 
ing for in-service placement. 

Who May Attend 

Federal, State and local government employees who have or will 
have responsibility for the job element system in their agency. 

Hoto To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 



Upward Mobility 



UPWARD MOBILITY WORKSHOP 
Civil Service Commission 

A 4-day course held twice a year at the Civil Service Commission 
training facilities, Washington, D.C. 

Description 

This course is designed to provide practical suggestions for setting 
up upward mobility programs in public agencies. Existing pro- 
grams will be analyzed and participants will have an opportunity 
to learn from the successes (and failures) of others. Among the 
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specific program components analyzed will be the selection of 
employees for training and development, job restructuring, train- 
ing, career counseling, and resources available to agencies. 

Who May Attend 

Participation is open to Federal, State and local government 
employees who will be involved in planning for and implementing 
an upward mobility program. Ideally, agencies should send a team 
consisting of all personnel who will play a key role in the upward 
mobility program including such personnel as an EEO specialist, 
personnel specialist, training specialist, and any others who are 
deeply involved in the planning and implementation process. 

How To Make Nominations 

Nominations can be made to source F. See page vi. Contact 
your Training Office for course announcement and/or Quarterly 
Calendar which provides course dates, cost, and location of train- 
ing course. 

See nomination procedures on page v. 
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OTHER SPECIALIZED COURSES 



Defensive Driving Techniques 238 

Editorial Planning for Printing Production 230 

Forensic Chemists Seminar 240 

Introduction to the Marine Environment 241 

Currents 242 

Field Exercise 242 

Instrumentation for the Marine Environment 242 

Laboratory Instruments 242 

Marine Ecology 242 

Marine Geology & Geotectonics _ 242 

NODC, NOIC Briefings 242 

Ocean and Eustarine Tidal Action 242 

Ocean Waves and Coastal Effects 242 

Physical Processes and Interactions in Sea Water 242 

Statistics: A Tool for Marine Investigation 212 

Underwater Sound _ 242 

Law Enforcement Training School 243 

Police Training School 243 

Seminar for the Community Development 

Specialist — Federal — State— Local . 243 

Transportation 24fi 

Carrier Selection — Freight Classification 240 

Freight Loss and Damage Claims 247 

Freight Rates and Tariffs 248 

Government Bills of Lading and Common Shipping Faults 240 

Modern Traffic Techniques 230 

Ocean Transportation 231 

Preparing and Processing the 

Government Transportation Request 232 

Shipping Household Goods 233 

Transportation Assistance to Procurement Officers 231 

Urban Transportation Planning 233 

Workshop for College Administrators 230 
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DEFENSIVE DRIVING TECHNIQUES 
General Services Administration 

A 1-day (8 hour) course offered intermittently at various loca- 
tions throughout the U.S. 

Description 

This 8-hour course is designed to emphasize the principle that 
all accidents are caused, and that the drivers’ way of thinking is 
an important factor in producing accidents. Correct decisions in 
driving, braking techniques, stopping distances, together with 
reaction time elements, and the driver’s attitude, will be covered. 

Who May Attend 

Any Federal, State, City, or County operator of Government- 
owned or leased vehicles. 

Ho iv To Make Nominations 

Nominations should be submitted to the appropriate GSA region 
(See list below under Other Information) using optional form 
37— Nomination for Interagency Training. Nominations should 
be submitted at least 10 days prior to beginning date of course. 

Other Information 

Courses will be offered nation-wide including Alaska, Hawaii, 
Puerto Rico, and Virgin Islands. Specific dates and locations will 
be announced by GSA regional offices. 

GSA Regional Offices 

Region : Stales covered : 



1 and 2. — Post Office Square, 
Boston, Ma. 02109, Phone: 
(617) 223-2536. 



3.— 7th and D Streets S.W., 
Washington, D.C. 20407, 
Phone: (202) 962-2178. 



Connecticut, Maine, Massa- 
chusetts, New Hampshire, 
New Jersey, New York, 
Puerto Rico, Rhode Island, 
Vermont, and Virgin Is- 
lands. 

Delaware, District of Co- 
lumbia, Maryland, Pennsyl- 
vania, Virginia, and West 
Virginia. 
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Region : 

4. — 1776 Peachtree Street 
N.W., Atlanta, Ga. 30309, 
Phone: (404) 526-5542. 

5. — 219 S. Dearborn Street, 
Chicago, Illinois 60604. 

6. — 1500 E. Bannister 

Road, Kansas City, Missouri 
64131, Phone: (816) 361- 
7551. 

7. — 819 Taylor Street, Fort 
Worth, Texas 76102, Phone : 
(817) 334-2381. 

8. — Building 41, Denver 
Federal Center, Denver, 
Colorado 80225. 

9. — 49_4th Street, San 

Francisco, Ca. 94103, 
Phone: (415) 556-1458. 

10. — GSA Center, Auburn, 
Washington 98002, Phone: 
(206 ) 833-5423. 



Stales covered: 

Alabama, Florida, Ken- 
tucky, Mississippi, North 
Carolina, South Carolina, 
and Tennessee. 

Illinois, Indiana, Michigan, 
Minnesota, Ohio, and Wis- 
consin. 

Iowa, Kansas, Missouri, and 
Nebraska. 



Arkansas, Louisiana, Okla- 
homa, New Mexico, and 
Texas. 

Colorado, Montana, North 
Dakota, South Dakota, 
Utah, and Wyoming. 

Arizona, California, Ha- 
waii, and Nevada. 

Alaska, Idaho, Oregon, and 
Washington. 
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EDITORIAL PLANNING FOR PRINTING 
PRODUCTION 

Government Printing Office 

Two 8-day programs to be held twice a year in the fall and 
spring, at the Government Printing Office, 832 North Capitol 
Street (at II), NW., Washington, D.C. 



Description 

Lectures covering planning, copy preparation, scheduling, printing 
processes, type use, selection and use of art and photographs, 
electronic photocomposition, printing procurement procedures, 
and sale distribution of government publications. A guided tour 
of the typesetting and the printing production divismns of the 
Printing Office is included. 
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Who May Attend 

Federal writers and editors, or administrators associated with 
these fields, and those who prepare specifications for use in re- 
quisitioning printing from the Government Printing Office, or 
who are required to work with the Government Printing Office 
as department or agency procurement officers. 

How To Make Nominations 

A letter or Civil Service Optional Form 37 should be submitted 
by authorized agency representatives to the Superintendent of 
Typography and Design, Room C-829, U.S. Government Printing 
Office, Washington, D.C. 20401, by September 29, 1972, and March 
2, 1973, respectively. Applications should include the following 
information: Nominee’s name, position title and brief description 
of duties, grade level, and department or bureau; and the tele- 
phone number of the person to be notified of acceptance. This 
notice will be given approximately one week prior to the start of 
each program. Nominees will be accepted in the order in which 
they are received. 

Other Information 

No cost to agencies. It is expected that those registering will 
participate in all eight sessions. Limited classroom capacity will 
restrict each of the two attending groups to 65 persons. Further 
information may be obtained by calling 541-3339, or code 149 
extension 339. 



FORENSIC CHEMISTS SEMINAR 

Bureau of Narcotics nin! Dangerous Drugs, Department 
of Justice 

Schedule to be issued in September, 1972 . 

Description 

This course is designed to increase the chemist’s knowledge of 
the drug abuse problem and to aid him in the analysis of stim- 
ulant, depressant, narcotic, and hallucinogenic drugs and in the 
presentation of testimony. The program includes classroom in- 
struction in pharmacology, chromatography, and other methods 
of analysis. A one day session of the 5 day program is conducted 
at the Bureau of Narcotics and Dangerous Drugs’ Special Testing 



and Research Laboratory where participants are afforded the 
opportunity to utilize the various instruments and techniques. 

Who May Attend 

Nominees will be selected from State, Municipal, and Federal 
laboratories who conduct analysis of drug evidence in criminal 
cases. Nominees must have a minimum of a B.S. degree in chem- 
istry or science and be employed full-time as a police chemist 
or criminalist. 

How To Make Nominations 

Applications can be obtained by contacting: Assistant Director 
for Training, National Training Institute, Bureau of Narcotics 
and Dangerous Drugs, 1405 “I” Street, N.W., Washington, D.C. 
20537. This seminar is conducted at the National Training In- 
stitute in Washington, D.C. 

Other Information 

Cost of the training is free, however, all subsistence and related 
travel expenses must be borne by the candidate, his department, 
or sponsor. For further information call (202) 382-4551. 



INTRODUCTION TO TIIE MARINE ENVIRONMENT 

U.S. Naval Oceanographic Office (NAVOCEANO) 

Suitlaml, Md. 

This program will lie conduclcd from February 12 — April 24, 

1973. The program may be lakcit in ils entirely or by topic 
according to individual inlereals. Sessions will be held at the 
U. S. Naval Oceanographic Office, Suitland, Md. 

Description 

This program is an outgrowth of courses originally intended for 
international audiences. It is based on the premise that the oceans 
are linked with and respond to most of man’s modification of his 
environment. A proper understanding of the impact of these 
changes on the marine environment depends first on knowing the 
normal mechanisms and ecological relationships that exist. Topics 
in the course concerned with conservation factors, pollution, its 
effects and the possibilities of abatement are related to oceano- 
graphy. Topics are detailed under “Other Information”. 
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Who May Attend 

Participation is open to civilian and military personnel in the 
Federal government, and to state and city employees, including 
school teachers. There are no grade level restrictions, but nomi- 
nees should hold positions where an understanding of the topics 
selected will enhance their work performance. 



I!ow To Make Nominations 

Nominations should be submitted to the Career Development 
Division, U.S. Naval Oceanographic Office, Washington, D.C. 
20390. A brief description of the employee’s duties should be 
included in the nomination, which may be made by Optional 
Form 37 (Nomination for Interagency Training) or by letter. 



Other Information 

Costs of the individual topics vary. Agencies will be billed for all 
accepted nominees unless formal cancellations are received at 
least 2 full weeks prior to the course beginning date. Substitu- 
tions of eligible participants may be made up to the beginning of 
the program. 

Two different topics are taught each day. Each topic is given on 
consecutive days except when statistics is offered. Due to the time 
needed for reduction of data, statistics is given on alternate days. 



Topics 

Currents 

Instrumentation for the Marine 
Environment 
Marine Ecology 

Marine Geology and Geotectonics 
Ocean and Eustarine Tidal Ac- 
tion 



Ocean Waves and Coastal Effects 

Physical Processes and Interac- 
tions in Sea Water 

Statistics: A Tool for Marine 
Investigation 

Underwater Sound 



Agencies may obtain further information from Career Develop- 
ment Division, U.S. Naval Oceanographic Office, Washington, 
D.C. 20390. Phone: (202) 763-1440 or code 174-31440. 
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LAW ENFORCEMENT TRAINING SCHOOL 



Bureau of Narcotics and Dangerous Drugs, Department 
of Justice 

Schedule to be tailed in September, 1972. 



Description 

The 2-Week Law Enforcement Training School is designed to 
equip the officer with knowledge of the most advanced techniques 
involved in the enforcement of the narcotic and dangerous drug 
laws. The school provides the officer with a basic knowledge of 
drug identification, informant development, initiation of drug 
cases, surveillance activity, as well as other enforcement courses 
germane to a drug investigator’s duties. 

Who May Attend 

All full-time law enforcement officers are eligible for enrollment 
in this school. 

How To Make Nominations 

Applications can be obtained by contacting: Assistant Director 
for Training, National Training Institute, Bureau of Narcotics 
and Dangerous Drugs, 1405 “I” Street, N.W., Washington, D.C. 
20537. This course is conducted at the National Training Institute 
as well as numerous locations throughout the United States. 

Other Information 

Cost of the training is free, however, all subsistence and related 
travel expenses must be borne by the candidate, his department, 
or sponsor. For further information call (202) 382-4551. 



POLICE TRAINING SCHOOL 

Bureau of Narcotics and Dangerous Drugs, Department 
of Justice 

October 10 io December 15, 1972, January 15 to March 23, 

1973 and April 9 to Jnnc 15, 1973. 

Description 

The ten-week Police Training School provides the candidate with 
an intensive period of training relating to narcotic and dangerous 
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drug law enforcement. The purpose of this school is to provide 
the police officer with the needed expertise in all areas of narcotic 
and dangerous drug law enforcement to enable him to provide 
leadership in his community’s overall effort to combat drug abuse. 
The school equips the officer with the ability to conduct in-depth 
narcotic and dangerous drug investigations, as well as supervisory 
responsibilities involved in the specialized field of law enforce- 
ment. Instructional contents of the school includes extensive drug 
identification, pharmacology and enforcement principles, i.e., de- 
velopment, surveillance, evidence handling, intelligence opera- 
tions, organized crime arrest, search and seizure techniques, crime 
scene search and raid planning, as well as many other courses 
which are germane to the officers’ duties. The candidate receives 
instruction in supervision and management principles, public 
speaking, courtroom procedures, social aspects of drug abuse, 
drug death investigation techniques, addict rehabilitation, etc., 
from authorities in these fields. Legal aspects of drug investiga- 
tions, the creation of Metropolitan Enforcement Groups and 
community prevention programs are emphasized. Candidates 
participate in several field training exercises designed to afford 
them opportunities to apply classroom instruction to “actual” 
investigations. The course also includes extensive physical de- 
velopment and firearms training. 

Who May Attend 

Enrollment in the ten-week Police Training School is available 
to all full-time police officers specializing in drug enforcement. 

How To Make Nominations 

Applications can be obtained by contacting: Assistant Director 
for Training, National Training Institute, Bureau of Narcotics 
and Dangerous Drugs, 1405 “I” Street, NAV., Washington, D.C. 
20537. This school is conducted at the National Training Institute! 
Washington, D. C. 

Other Information 

Cost for the training is free, however, all subsistence and related 
travel expenses must be borne by the candidate, his department, 
or sponsor. For further information call (202) 382-4551. 
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SEMINAR FOR THE COMMUNITY DEVELOPMENT 
SPECIALIST — FEDERAL — STATE — LOCAL 

Department of Housing and Urban Development 

A 2-week seinitinr lo lie ntTcreil once each <|unrlcr bepitming 
Oelober 1972 nl ihr Department of Housing and Urban De- 
velopment, 451 7lh Street, SW, Washington, D.C. 20410. 



Description 

This course is designed to bring together specialists working in 
various aspects of community development. Through a variety of 
educational techniques, in which the participants play key roles, 
it stresses that a cooperative and interdisciplinary approach will 
lead to more effective decision making in the community develop- 
ment process. The seminar also introduces concepts which will 
better enable participants to understand the community develop- 
ment process in a total framework. 

Who May Attend 

This program is designed primarily for and open to those govern- 
ment specialists and public administrators on the Federal, State 
and local levels who are involved in the community development 
process, GS-13 through GS-15, or equivalent. Participant spe- 
cialists should be from occupational areas such as: architecture, 
engineering, education, community and intergroup relations, rural 
housing, manpower training, highway and urban transportation, 
housing and welfare. 

How To Make Nominations 

Nominations made by Federal agencies should be submitted 
through authorized agency representatives to the Department of 
Housing and Urban Development, Office of Personnel, Attn: 
Director, Training Division, 451 7th Street, S.W., Room 2152, 
Washington, D.C, 20410, using Optional Form 37 for this pur- 
pose. Nominations from state and local agencies may be made 
by writing the Department of Housing and Urban Development 
(see complete address above). 

Other Information 

Specific dates, locations and cost will be announced at the be- 
ginning of the fiscal year, further information may be obtained 
by calling area code 202, 755-5473 or code 137-55473. 
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Transportation 

CARRIER SELECTION — FREIGHT CLASSIFICATION 
General Services Administration 

A 1-day course scheduled periodically in Washington, D.C., and 
other centers of Federal population. 



Description 

This course is designed to assist Federal agencies in the selection 
of commercial carriers for the domestic transportation of Gover- 
ment property by providing criteria for making judicious routing 
decisions, and assisting agencies in describing Government prop- 
erty on transportation documents to obtain the most economical 
freight rates. Topics to be discussed are: use of classification 
publications, how to describe freight, modes of transportation, 
how to route Government freight, and equitable distribution of 
tonnage. 

Who May Attend 

This course is open to any Federal employee whose full or part- 
time duties involve freight transportation functions. Employees 
responsible for issuing and processing Government bills of lading 
are also eligible to attend. 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Director, Program Planning and Co- 
ordination Division, Transportation and Com ivmications Service, 
General Services Administration, Washington, D.C. 20405, using 
Optional form 37 (Rev.), Nomination for Interagency Training. 
A brief description of the nominee’s duties should be included in 
item 11 of the OF 37. 

Other Information 

No cost to agencies. Specific dates and locations will be an- 
nounced. Agencies may obtain additional information by calling 
area code 202-254-6352, or code 193, extension 46352. 
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FREIGHT LOSS AND DAMAGE CLAIMS 
General Services Administration 

A 1-day course scheduled periodically in Washington, D.C., and 
other centers of Federal population, or offered on-sitc at agency 
request. 

Description 

This course is designed to assist Federal agencies in the process- 
ing of claims against carriers for loss and damage to Government 
property during shipment, and in taking precautionary steps to 
prevent loss and damage to their shipments. The following topics 
are highlighted: prevention of loss and damage; liability of 
shipper and carrier; consignee’s certificate of delivery; report of 
loss, damage, or shrinkage, and measure of loss and damage ; and 
step-by-step claims procedures. 

Who May Attend 

This course is open to all Federal employees responsible for the 
handling and processing of loss and damage claims. It is also open 
to employees concerned with the shipping and receiving of Gov- 
ernment property in safe condition. 

How To Make Nominations 

Nominations should be submitted through agency employee 
development officers to the Director, Program Planning and Co- 
ordination Division, Transportation and Communications Service, 
General Services Administration, Washington, D.C. 20405, using 
Optional form 37 (Rev.), Nomination for Interagency Training. 
A brief description of the nominee’s duties should be included 
in item 11 of the OF 37. 

Other Information 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information by calling area code 
202, 254-6352, or code 193, extension 46352. 
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FREIGHT RATES AND TARIFFS 
General Services Administration 



A l-<lny course scheduled periodically in Washington, D.C., nnd 
oilier centers of Federal population. 



Description 

This course is designed to broaden the transportation and traffic 
management capabilities of Federal agencies by: exploring the 
benefits to be derived from proper application of rates, routings, 
and other transportation data in carrier’s tariffs ; reviewing the 
pricing structure of the transportation carriers of the United 
States; and providing information and guidance regarding the 
availability and use of GSA’s tariff library facilities in obtaining 
more economical transportation services. Discussion will- include: 
freight rates, carrier tariffs; rate tenders to the Government; 
accessorial services, specialized services; transit arrangements; 
and regulatory provisions. 

Who May Attend 

This course is open to administrative, supervisory, and operations 
personnel whose full or part-time duties involve freight trans- 
portation activities. 

Hou> To Make Nominations 

Nominations should be submitted through agency employee 
development officers to the Director, Program Planning and Co- 
ordination Division, Transportation and Communications Service, 
General Services Administration, Washington, D.C. 20405, using 
Optional form 37 (Rev.), Nomination for Interagency Training. 
A brief description of the nominee’s duties should be included in 
item 11 of the OF 37. 

Other Information 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information by calling area code 
202, 254-6352, or code 193, extension 46352. 



GOVERNMENT BILLS OF LADING AND COMMON 
SHIPPING FAULTS 

General Services Administration 

A 1-dav seminar scheduled periodically in Washington, D.C., and 
other centers of Federal population. 

Description 

This seminar is designed to improve the quality of shipping docu- 
mentation by Federal agencies, thereby eliminating many of the 
discrepancies encountered by the General Accounting Office in 
their post audits. Approved bill of lading procedures are discussed 
in detail and the most common trouble spots identified. Questions 
and open discussion are encouraged. The GSA Handbook “How 
to Prepare and Process U.S. Government Bills of Lading” pro- 
vides ready reference to the subject matter and it is suggested 
that participants bring their copies to the seminar. 

Time is allowed for general discussion on any topic pertaining 
to the movement of Government property. Participants are urged 
to take part in this exchange of information and ideas. Specific 
questions requiring reference to the GSA tariff library may be 
submitted to the course instructor and data will be furnished in 
writing from the TCS-GSA staff. 

Who May Attend 

This seminar is open to administrative, supervisory, and opera- 
tional personnel whose full or part-time duties involve freight 
transportation activities. Persons responsible for issuance and 
processing of Government bills of lading should attend. The sub- 
jects covered will be of interest to property and supply officers, 
procurement agents, warehouse supervisors and shipping per- 
sonnel. Any other Federal employees whose duties are related to 
the subject matter may also attend. 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Director, Program Planning and Co- 
ordination Division, Transportation and Communications Service, 
General Services Administration, Washington, D.C. 20405, using 
Optional form 37 (Rev.), Nomination for Interagency Training. 
A brief description of the nominee’s duties should be included 
in item 11 of OF 37. 
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Other Information 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information by calling area code 
202, 254-6352, or code 193, extension 46352. 



MODERN TRAFFIC TECHNIQUES 
General Services Administration 

A 3-day course scheduled ns needed in Washington, D.C., and 
other centers of Federal population. 



Description 

This course is designed to broaden the transportation and traffic 
management capabilities of Federal agencies by: integrating 
procurement, supply distribution, and financial aspects into a 
unified transportation resource; updating agency procedures in 
the transportation of Government property ; and exploring basic 
and advanced methods of traffic management for future as well as 
present application. 

If /jo May Attend 

Civilian agency personnel in grades GS-11 and above, or equiva- 
lent, having administrative or supervisory responsibility over 
supply, procurement, storage, and distribution activities involving 
transportation and traffic management, are eligible to attend. 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Director, Program Planning and Co- 
ordination Division, Transportation and Communications Service, 
General Services Administration, Washington, D.C. 2C405, using 
Optional form 37 (Rev.), Nomination for Interagency Training. 
A brief description of the nominee’s duties should be included in 
item 11 of the OF 37. 

Other Information 

No cost to agencies. Additional information may be obtained by 
calling area code 202, 254-6352, or code 193, extension 46352. 



OCEAN TRANSPORTATION 

General Services Administration 



A 1-day course scheduled as needed in Washington, D.C., and 
oilier renters of Federal population. 



Description 

This course is designed to increase effectiveness and economy in 
the international procurement and transportation programs of 
Federal agencies by presenting and discussing means of: co- 
ordinating procurement functions more closely with those of 
transportation; promoting a broader understanding of ocean 
transportation procedures; investigating costs via all modes, or 
combinations of modes of transportation; and providing for the 
most effective terms of delivery in contracts. Topics to be dis- 
cussed include: the materials procurement stage; the preliminary 
shipping stage; transportation to port, the port activity stage; 
export shipments; import shipments; cross trades shipments; 
steamship conferences; foreign freight forwarders; and ship 
chartering. 

Who May Attend 

Administrative, supervisory, and operations personnel whose 
duties involve the procurement and transportation of materials 
for delivery to overseas destinations are eligible to attend. 

Ilotv T o Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Director, Program Planning and Co- 
ordination Division, Transportation and Communications Service, 
General Services Administration, Washington, D.C. 20405, using 
Optional form 37 (Rev.), Nomination for Interagency Training. 
A brief description of the nominee’s duties should be included in 
item 11 of the OF 37. 

Other Information 

No cost to agencies. Additional information may be obtained by 
calling area code 202, 254-6352, or code 193, extension 46352. 
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PREPARING AND PROCESSING THE 
GOVERNMENT TRANSPORTATION REQUEST 

General Services Administration 

A 1-day seminar/ workshop scheduled periodically in Washing- 
ton, D.C., and other renters of Federal population. 



Description 

This seminar/workshop has been designed to assist agency per- 
sonnel in the development and improvement of government 
transportation request procedures. The course will include dis- 
cussions and workshop activities on the preparation and process- 
ing of the transportation request in passenger transportation 
procurement. 

Who May Attend 

This course is open to agency personnel who: (1) participate in 
travel arrangements; (2) desire a refresher course or an intro- 
duction to travel procedures; or (3) want to formulate or develop 
better procedures. 

How To Make Nominations 

Nominations should be submitted through agency development 
officers to the Chief, Passenger and Personal Entitlements Branch 
(TTTC), Transportation and Communications Service, General 
Services Administration, Washington, D.C. 20405, using Optional 
Form 37, Nomination for Interagency Training. A brief descrip- 
tion of the nominees duties should be included in item 11 of the 
OF-37. 



Other Information 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain further information by calling area code 202, 
254-5246 or code 193, extension 45246. 
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SHIPPING HOUSEHOLD GOODS 
General Services Administration 

A 1-day course scheduled periodically in Washington, D.C., and 
other centers of Federal population. 

Description 

This program is designed to assist Federal agencies in : Obtaining 
more advantageous rates for shipping household goods ; providing 
authoritative information about what alternatives are available, 
and what allowances are authorized for employees being trans- 
ferred ; aiding employees in the selection of carriers ; safeguarding 
employees from unnecessary costs in shipping household goods; 
and providing guidance for employees in preparing for movement 
of household goods. Among the topics to be discussed are: the 
"commuted rate” system versus the use of Government bills of 
lading, carrier rates and services, entitlements of individuals, 
common problems areas, and questions and answers in GSA’s 
pamphlet "Shipping Your Household Goods.” 

Who May Attend 

This course is open to administrative, fiscal, and transportation 
personnel whose duties involve the movement of employees’ house- 
hold goods. 

How To Make Nominations 

Nominations should be submitted through agency employee 
development officers to the Director, Program Planning and Co- 
ordination Division, Transportation and Communications Service, 
General Services Administration, Washington, D.C. 20405, using 
Optional form 37 (Rev.), Nomination for Interagency Training. 
A brief description of the nominee’s duties should be included in 
item 11 of the OF 37. 

Other Information 

No cost to agencies. Scheduled dates and locations to be an- 
nounced. Agencies may obtain further information by calling 
area code 202, 254-6352, or code 193, extension 46352. 
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TRANSPORTATION ASSISTANCE TO 
PROCUREMENT OFFICERS 

General Services Administration 



A 1-tlny course scheduled periodically in Washington, D.C., and 
oilier centers of Fcdcrul population. 

Description 

This course is designed to assist Federal agencies in coordinating 
procurement and transportation operations through improved ap- 
plication of traffic management techniques at all stages of the 
procurement cycle and in achieving greater economy and effective- 
ness in agency procurement programs where transportation is a 
factor. 

The course emphasizes an understanding of transportation cost 
considerations involved in procurement transactions and the ap- 
plication of traffic management techniques. Topics to be covered 
are: transportability of commodities to be procured, freight clas- 
sification of procured items, packaging and protection specifica- 
tions, FOB origin vs. FOB destination, guaranteed shipping 
weights and cubes, carload/truckload vs. less load lots, loading 
and handling at origin, consignee receiving facilities, use of 
transit privileges, freight rates in bid evaluation, and overseas 
transactions. 

Who May Attend 

This course is open to civilian agency personnel, regardless of 
grade, who are concerned with the relationship between procure- 
ment and transportation of Government property. This includes 
employees with duties in procurement involving transportation 
cost consideration, as well as employees in traffic management 
related to procurement. 

How To Make Nominations 

Nominations should be submitted through agency employee de- 
velopment officers to the Director, Program Planning and Co- 
ordination Division, Transportation and Communications Service, 
General Services Administration, Washington, D.C. 20405, using 
Optional form 37 (Rev.), Nomination for Interagency Training. 
A brief description of the nominee’s duties should be included in 
item 11 of the OF 37. 
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Other Information 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain further information by calling area code 202, 
254-6352, or code 193, extension 46352. 



URBAN TRANSPORTATION PLANNING 
Department of Transportation 
A 2-wcck course offered three times a year. 

Description 

The course is designed to impart a working knowledge of selected 
urban travel forecasting techniques and procedures. These tech- 
niques and procedures are presented through a series of lectures 
and workshop sessions set in a framework of the urban trans- 
portation planning process. Included in the presentation are such 
items as traffic assignment, travel forecasting (including mass 
transit), trip generation, trip distribution and network evaluation 
(with strong emphasis on social and physical environment) as 
well as an introduction to economic, population and land use 
analyses. 

Who May Attend 

Persons who are closely connected with transportation planning. 
How To Make Nominations 

Nominations are to be submitted to the Associate Administrator 
for Planning, Federal Highway Administration, Department of 
Transportation, 400 7th Street SW., Washington, D.C. 20590. 
Nominations may be made by phone: (202) 426-0585, or code 
118-60585. 

Other Information 

There is no cost for the course. All necessary instructional ma- 
terials are provided. 
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WORKSHOP FOR COLLEGE ADMINISTRATORS 

Bureau of Narcotics and Dangerous Drugs, Department 
of Justice 

Schedule lo be issued in September 1972 
Description 

This 3-day program includes lectures and discussions on Federal 
law dealing with narcotics and dangerous drugs, drug identifica- 
tion, drug pharacology, social and psychological aspects of drug 
abuse, drug abuse prevention, drug research programs, current 
trends in abuse of drugs on campus, as well as other presentations 
which are instrumental in developing the participants’ knowledge 
of the drug abuse problem. 

Who May Attend 

University and college deans, administrators, their staffs, and 
other college professionals are eligible for enrollment. 

How To Make Nominations 

Applications can be obtained by contacting: Assistant Director 
for Training, National Training Institute, Bureau of Narcotics 
and Dangerous Drugs, 1405 “I” Street, N.W., Washington, D.C. 
20537. 

Other Information 

This course is offered free of charge, however, all subsistence 
allowances must be covered by the sponsoring college or uni- 
versity. For further information call (202) 382-4551. 

How To Make Nominations 

Applications can be obtained by contacting: Assistant Director 
for Training, National Training Institute, Bureau of Narcotics 
and Dangerous Drugs, 1405 “I” Street, N.W., Washington, D.C. 
20537. This school is conducted at the National Training Institute, 
Washington, D. C. 

Other Information 

Cost for the training is free, however, all subsistence and related 
travel expenses must be borne by the candidate, his department, 
or sponsor. 
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LIMITED INTERAGENCY COURSES 



ACTION 

These courses are designed primarily for employees of ACTION. 
However, applicants from other agencies will be accepted on a 
space-available basis. For information about these courses, please 
call or write: Employee Development Specialist, Skills Training 
Center, Development and Evaluation Branch, Division of Per- 
sonnel, ACTION, Room 330, Matomic Building, 1717 H Street 
NW, Washington, D.C. 20525. Phone (202) 382-8741, code 128- 
8741. 

Beginning & Intermediate Typing (Cassette tape instruction) 
Beginning Shorthand (Shorthand 960) 

Career English (Autotutor) 

Speed Building Shorthand 



Agriculture, Agricultural Research Service 

The following programs are designed primarily for USDA, 
Agricultural Research Service. However, applicants from other 
agencies will be accepted on a space-available basis. For informa- 
tion about these programs, please call or write: Chief, Employee 
Development and Safety Branch, Personnel Division, Plant In- 
dustry Station, Beltsville, Maryland, 20705; (301) 344-3176. 

Civil Rights Training Program 
Defensive Driving 
Effective Listening 

Employee Performance and Career Service 
Evaluation Workshop 
English Grammar Review I and II 
Motivation and Productivity 
Orientation Training for Secretarial and 
Clerical Employees 
Secretarial Training Course 
Supervisory Development Program 
Supervisory Training Course, Phase I 
Supervisory Training Course, Phase II 



Agriculture, Animal and Plant Health Inspection Service 

The following programs were designed primarily for Agricultural 
Research Service employees and will be continued by the Animal 
and Plant Health Inspection Service. Applicants from other 
agencies will be accepted on a space-available basis. For informa- 
tion about these programs, please call or write: Director, Execu- 
tive Development Staff, Animal and Plant Health Inspection 
Service, Department of Agriculture, Federal Center Building, 
Hyattsville, Maryland 20782; Phone: (301) 436-8818. 

Arithmetic 

Civil Rights Training Program 
Correspondence Procedures 
Defensive Driving 
Effective Listening 
English Grammar 
English Grammar Review I and II 
Mathematics I and II 
Orientation Training for Secretarial and 
Clerical Employees 
Reading Program 
Secretarial Training Course 
Shorthand 
Spelling 

Supervisory Development Program 
Supervisory Training Course, Phase I 
Supervisory Training Course, Phase II 
Telephone Techniques 
Typing 

Vocabulary Improvement 



Agriculture, Food and Nutrition Service 

These programs are designed primarily for USDA, Food and 
Nutrition Service employees. However, applicants from other 
agencies will be accepted on a space-available basis. For informa- 
tion about these programs, please call or write: Chief, Employee 
Development, Health, Safety and Awards Branch, Personnel Di- 
vision, Food and Nutrition Service, U.S. Department of Agricul- 
ture, Washington, D.C. 20250, phone: (202) 447-8072. 

Better Office Skills and Service 
Supervision and Group Performance 



Agriculture, Office of the Inspector General 

This course is presented primarily for Office of the Inspector 
General Employees. However, applicants from other agencies will 
be accepted on a space-available basis. For information about 



these programs, please call or write: Training Director, Office 
of the Inspector General, U.S. Department of Agriculture, Wash- 
ington, D.C. 20250; Phone (202) 447-5677. 

Combined Orientation for Auditor and Special Agent Ncw-Hires 



Agriculture, Office of Personnel 

These programs are designed primarily for U.S. Department of 
Agriculture employees. However, applicants from other agencies 
will be accepted on a space-available basis. For information about 
these programs, please call or write : Employee Development 
Officer, Security and Operations Staff, Office of Personnel, U.S. 
Department of Agriculture, Washington, D.C., 20250: (202) 447- 
6977. 

Kcpncr-Trcgoe Problem Solving and Decision Making (K-T) 

Seminars in Executive Development (SED) 

Seminars in Middle Management (SIMM) 

Air Force 

These programs (conducted at the U.S. Air Force Personnel De- 
velopment Center, Gunter Air Force Base, Alabama) are designed 
primarily for Air Force employees. However, applicants from 
other agencies will be accepted on a space-available basis. For 
information on these programs, please call or write: Mr. Milton 
J. Feldman, Career Programs Division, Directorate of Civilian 
Personnel, HQ USAF, Forrestal Building, Room 5B 218, Wash- 
ington, D.C. 20314; Phone (202) 693-5297, IDS Code 11-35297. 

Advanced Placement and Employee-Management Relations 

Basie Classification and Wage Administration 

Basie Placement and Employee-Management Relations 

Basie Training Specialist 

Civilian Personnel Officer 

Program Management 

This thirty-hour course was designed primarily as a supplement 
to the fifty-hour Management for the Air Force Supervisor course 
(Management 1). However, the subject matter covered is ap- 
propriate for supervisors of any Federal agency in that it pro- 
vides the basic knowledge and techniques required to effectively 
discharge their personnel management responsibilities. 

The Course is conducted at Bolling Air Force Base, Washington, 
D.C., by specialists of the Central Civilian Personnel Office staff. 
For details call or write Chief, Career Management Advisory 
Section; 1100th Air Base Wing (DPCT) Bolling Air Force Base, 
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Washington, D.C. 20332; telephone (202) 574-4300 or IDS code 
141-4300. 



Management for the Air Force Supervisor (Mgt. 1, Port II) 

Army, Army Computer Systems Command 

These courses are designed primarily for employees of the Depart- 
ment of Defense. However, applicants from other agencies will be 
accepted on a space-available basis. For information about these 
courses, please call or write: Chief, Technical Training and 
Services Division, Headquarters, U.S. Army Computer Systems 
Command, Fort Belvoir, Virginia, 22060; Phone: (202) 756-5488 
(Physical location: 7700 Arlington Boulevard, Falls Church, 
Virginia). 

ANS COBOL 

Assembly Language Coding 
Computing Systems Fundamentals 
Data Base Design 
Fundamentals of Programming 

Introduction to Disk Operating System-DOS/Job Control Language 
Introduction to IBM System 360 

Introduction to Operating System-OS/Job Control Language 

Introduction to Operations Research 

Introduction to Statistics 

Introduction to Teleprocessing 

Programming Language/1 

Systems Analyst Training 

Army, Harry Diamond Laboratories 

These courses are designed primarily for advanced degree science 
and engineering employees of the Army. However, applicants 
from other agencies will be accepted on a space-available basis. 
For information about these courses, please call or write: Chief, 
Training and Development Branch, Civilian Personnel Office, 
Harry Diamond Laboratories, Washington, D.C. 20438. Phone: 
(202) 896-9779 or Code 188-9779. 

Basic Supervisory Development (Offered semiannually) 

Elements of Fuzing 
Elements of Radar 
Fourier Series and Transfers 
Numerical Methods 

Army, Walter Reed Army Medical Center 

This course is designed primarily for Army employees. However, 
applicants from other agencies will be accepted on a space-avail- 
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able basis. For information about this program please call or 
write: Chief, Training and Development Section, Civilian Per- 
sonnel Branch, Walter Reed Army Medical Center, Washington, 
D.C. 20012. Phone: Area Code (202) 576-2193, or code 198-2193. 

Retirement Planning 

Commerce, Domestic and International Business 

These courses are designed for Department of Commerce em- 
ployees. Applicants from other agencies, however, will be accepted 
on a space-available basis. For information about these courses, 
please call or write: Chief, Employee Development Branch, Office 
of Personnel, Domestic and International Business, Washington, 
D.C. 20203; Phone (202) 967-5075 Code 189-5075. 

Pre-Retirement Planning Seminar 
Supervisory Practices for Sectaries 

Commerce, Maritime Administration 

These courses are designed primarily for employees in the Mari- 
time Administration. However, applicants from other agencies 
will be accepted on a space-available basis. For information about 
these programs, please call or write: Chief, Division of Employee 
Development, Office of Personnel, U.S. Maritime Administration, 
Washington, D.C. 20235. Phone: (202) 967-2686 or code 189-2686. 

Personnel Management for Supervisors 
Supervision and Group Performance 



Commerce, National Bureau of Standards 

These programs are designed primarily for National Bureau of 
Standards employees. However, applicants from other agencies 
will be accepted on a space-available basis. For information about 
these programs, please call or write: Employee Development and 
Relations Section, National Bureau of Standards, Washington, 
D.C. 20234, phone: (202) 921-3498, code 164-3498. 

Basic Management Techniques I (1 week) 

Introduction to Supervision (1 week) 

Supervision and Group Performance (1 week) 

Commerce, Office of Personnel 

This course is designed primarily for Department of Commerce 
employees. However, applicants from other agencies will be ac- 
cepted on a space-available basis. For information about this 
course, please call or write: Management Training Officer, Em- 
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plqyee Development Division, Office of Personnel, Department of 
Commerce, Washington, D.C. 20230, Phone (202 ) 967-3731; Code 
189-3731. 

Managerial Course 

These courses are designed primarily for Department of Com- 
merce employees at Grades 7 and below, with particular emphasis 
on Grades 5 and below. However, applicants from other agencies 
will be accepted on a space-available basis. For information about 
these programs, please call or write: Basic Skills Training Officer, 
Office of Personnel, Office of the Secretary, Department of Com- 
merce, Washington, D.C. 20230, Phone (202 ) 967-3731 or Code 
189-3731. 

Basic English 

Beginning and Advanced Gregg Shorthand 
Beginning and Refresher Typing 
GED Training (High School Diploma) 

Special Remedial Courses 



Commerce, Patent Office 

These programs are designed primarily for Patent Office em- 
ployees. However, applicants from other agencies will be accepted 
on a space-available basis. For information about these programs, 
please call or write, Employee Development Division, Office of 
Personnel, Patent Office, Washington, D.C. 20231. Phone (202) 
967-3432, code 167-3432. 

Patent Examining Initial Training 
Reading Improvement 
Supervision and Group Performance 

Defense, Office of Secretary 

This course is designed primarily for employees of OSD eligible 
or nearly eligible for optional retirement. Personnel from other 
agencies may be scheduled on a space-available basis. For infor- 
mation about this program, please call or write: Chief, Training 
and Career Development Branch, OSD Personnel Division, Penta- 
gon, Washington, D.C. 20301, Phone (202) 697-6701 or code 
11-76701. 

Pre-Retirement Seminar (1 day) 



Defense, Defense Mapping Agency 

These courses are designed primarily for Defense employees of 
this agency. However, applicants from other agencies will be 
accepted on a space-available basis. For information about these 
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courses, please contact Chief, Training and Development Division, 
Personnel Office, Defense Mapping Agency Topographic Center, 
6500 Brooks Lane, Washington, D.C. 20315. Phone (202) 227-2147. 

Aerial Photo Interpretation 
Analytical Photogrammctry 
Civil Defense 
Conferenee Leadership 
Effective Speaking 
Executive Development 
First Aid 

Hicli School C.E.D. Preparation 
Medical Self-Help 
Military Correspondence 
Personnel Management 
Plain Letters 
Pre-Retirement Planning 
Role of the Supervisor 
Supervisory Development 
Technical Cartography 
Value Engineering 
Work Simplification 

Defense Supply Agency 

These programs are designed primarily for DSA employees. How- 
ever, applicants from other agencies will be accepted on a space- 
available basis. For information about these programs, please call 
or write: Chief, Employee Development Branch, Civilian Person- 
nel Division, Defense Supply Agency, Administrative Support 
Center, Cameron Station, Alexandria, Va. Phone: (202)274-7493, 
Code 107-47493. 

Advanced Effective Listening 

Basie Management Techniques I 

Conference Leadership 

Dictation for Managers 

Effective Listening 

Introduction to Supervision 

Labor Management Relations for Supervisors 

Management and Croup Performance 

Supervisors Role in EEO 

District of Columbia Government, Department of Corrections 

These courses are designed primarily for personnel of the Depart- 
ment of Corrections. However, applicants from other departments 
and agencies of D.C. Government, and personnel of Federal, State 
and local correctional agencies may be accepted on a space-avail- 
able basis. For information about these courses, please contact 
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Training Administrator, Department of Corrections, Lorton, Vir- 
ginia, 22079. Phone: (703) 690-1111. 

Disturbance and Security Training 

In-Service Training for Correctional Officers 

Pre-Service (Orientation) Training for all New Employees 

Pre-Service Training for all new Correctional Officers 

Seminars for Social Workers 

Supervision I and II 

Weapons Qualification Training 

General Services Administration, Public Buildings Service 

This course is designed primarily for employees of the General 
Services Administration, Public Buildings Service. However, ap- 
plications from other agencies will be accepted on a space-avail- 
able basis. For information about this program, please call or 
write: Director, Assignment and Utilization Division, Office of 
Space Management, Public Buildings Service, General Services 
Administration, Washington, D.C. 20405, phone: (202) 343-4276 
or code 183, extension 4276. 

Office Excellence (Concept of Space Planning and Layout) 

General Services Administration, Transportation and 
Communications Service 

This course is designed primarily for GSA, Transportation and 
Communications Service employees. However, applicants from 
other agencies will be accepted on a space-available basis. The 
course is offered in Washington, D.C. only. For information about 
this course, please call or write: Chief, Communications Division, 
Regional Transportation and Communications Service, 7th & D 
Streets, S.W., Washington, D.C. 20407, phone: (202) 962-7693 or 
code 13-27693. 

Telecommunications Operations (6 weeks) 



Government Printing Office 

These courses are designed primarily for Government Printing 
Office employees. However, applicants from other agencies will 
be accepted on a space-available basis. For information about 
these courses please call or write: Chief, Training and Career 
Development Section, U.S. Government Printing Office, Washing- 
ton, D.C. 20401. Phone: (202) 541-2882; Code 149-2882. 

Management Development Course (GPO-2) 

Plain Letters 

Supervisory Development Course (GPO-1) (Prc-supervisory) 
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Health, Education, and Welfare, Food and Drug Administration 

These programs in Radiological Health include the presentation 
of short courses and seminars and are open to Federal, State and 
local government employees who may use radiation or are en- 
gaged in radiation protection activities. No charge is made for 
these courses. Trainees must provide for their own housing and 
transportation. For further information write or call: Chief, 
Technical Training Services, Bureau of Radiological Health, Food 
and Drug Administration, Department of Health, Education and 
Welfare, 5600 Fishers Lane, Rockville, Maryland 20852. Phone: 
(30l) 443-2596 or code 153 Extension 32596. 

Basic Radiation Protection — Rockville, Md. and Albany, N.Y. 

Fundamentals of Non-Ionizing Radiation Protection — Rockville, Md. 

Medical X-Ray Protection — Rockville, Md. 



Health, Education, and Welfare, Southwest Interagency 
Training Center 

These courses are limited to those Public Service Career Trainees 
of Federal and District of Columbia government agencies under 
agreements approved by the U.S. Civil Service Commission. For 
information about these courses contact: Director, Southwest 
Interagency Training Center, Tempo A, Wing 9, Second and T 
Streets S.W., Washington, D.C. 20315; Phone (202) 727-2672. 

Basic Education 
G. E. D. Preparation 

Gregg Shorthand (Diamond Jubilee Series) 

Office Practices , 

Shorthand I 
Shorthand II 
Supervisory Training 
Typewriting 

Entry Level I 
Entry Level II 
Upgrading 

Upward Mobility Seminars 
Housing and Urban Development 

These programs are designed primarily for HUD employees. How- 
ever, applicants from other agencies will be accepted on a space- 
available basis. For information about the following programmed 
courses, please call or write: Director, Programmed Instruction 
and Reading Skills Laboratory, Department of Housing and Ur- 



ban Development, 451 7th Street, S.W., Room 2152, Washington, 
D.C. 20410, Telephone (202 ) 755-5406 or code 138-55406. 

Basic Statistics 
Introduction to PERT 

Magnetic Patterns of the English Language 
Reading Improvement 
Vocabulary Building 



For information about the following classroom courses, please call 
or write: Chief, Office Skills Training, Department of Housing 
and Urban Development, Room 2152, 451 7th Street, S.W., Wash- 
ington, D.C. 20410, Telephone (202) 755-5234 or code 138, ex- 
tension 55234. 



Crcgg Simplified Shorthand Refresher Course 
Secretarial Workshop 
Typewriting Refresher Training 



Interior, Bureau of Sport Fisheries and Wildlife 

These fishery training programs are designed primarily for Bu- 
reau employees. However, applicants from other agencies will be 
accepted on a space-available basis. For information about these 
programs, please contact: Mr. John L. Fulbright, EEO and 
Training Specialist, Personnel Division, Telephone: (202) 343- 
6104 or code 183-6104, or Mr. Howard Larsen, Assistant Chief, 
Division of Fish Hatcheries, Telephone: (202) 343-2197 or code 
183-2197, Bureau of Sport Fisheries and Wildlife, U.S. Depart- 
ment of the Interior, 18th & C Streets, N.W., Washington, D.C. 
20240. 

The Marlon School, Marion, Alabama 
Pond Construction 
Physics and Chemistry of Water 
Fish Diseases 
Warm Water Fish Diseases 
Aquatic Plant Identification 
Life in Water Related to Fish Culture 

The Spearfish School, Spearfish, South Dakota 
Nutrition 

Methods of Propagation 
Diseases 

Methods and Interpretations of Water Analysis 

Administrative Procedures 

Use of Hatcheries as a Management Tool 
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Interior, Office of Secretary 
Departmental Management Training Center 

These courses, designed primarily for Interior employees, are 
open on a space-available basis to other Federal, State and local 
government employees. For information about these courses con- 
tact: Director, Departmental Management Training Center, De- 
partment of Interior, Washington, D.C. 20240. Phone: (202) 
343-2959. 

The Supervisor's Job, Part 1 
The Supervisor's Job, Part 1! 

Interior, Office of Secretary 
Departmental Skills Training Center 

These courses, designed primarily for Interior employees, are 
open on a space-available basis to other Federal, State and local 
government employees. For information about these courses con- 
tact: Director, Departmental Skills Training Center, Department 
of Interior, Washington, D.C. 20240. Phone: (202) 343-3345. 

Advanced Secretarial Skills 
Basic English 
Basic Reading 
Beginning Shorthand 
Beginning Typing 
Comprehensive Reading 
Secretarial Skills 
Refresher Shorthand 
Refresher Typing 



Justice, U.S. Marshals Service 

This course is designed primarily for employees of the U.S. 
Marshals Service. However, applicants from other government 
agencies (including State and local) with current or future re- 
sponsibilities for design, management, implementation and eval- 
uation of the various security systems will be accepted on a 
space-available basis. For information about this course contact: 
Chief of Training, U.S. Marshals Service, Department of Justice, 
Washington, D.C. 20530. Phone: (202) 739-2784. 

Court and Judicial Security 
Labor, Bureau of Labor Statistics 

These courses are designed primarily for employees of Depart- 
ment of Labor. However, applicants from other agencies will be 
accepted on a space-available basis. For information on these 
programs, please call or write, Chief, Training Branch, Bureau 
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of Labor Statistics, 441 G Street NW, Washington, D.C. 20212; 
(202) 961-2033 or 2873, IDS Code 110-2033 or 2873. 

ADP Training 

Job Control language (Advanced Features — 3 days) 

Job Control Language Coding (2 days) 

Job Control Language (Optimization Techniques) (2 days) 
Operating System /360 Concepts and Facilities (2 days) 

Operating System/360 Service Programs (2 days) 

Utility Programs (2 days) 

All are scheduled to be gi< en six tim»s per year. 

Clerical and Office Skills Tra ; /i'.ng 

Advanced Dictation ami Transcription (4 weeks — 24 hours) (Twice 
a year) 

Basic English (5 weeks, programmed course — twice a year) 
Comprehensive cRading (5 weeks, 15 hours, 2 days per week — 
twice a year) 

Files Improvement Workshop (1 week) (Offered quarterly) 
Orientation and Refresher Typing (2 weeks, 10*,$ day sessions — 
intermittently) 

Secretarial Techniques (5 days, 2 hours per day) 

Shorthand I (10 weeks, three times a week for 2 hours) (Twice 
a year) 

Shorthand II (6 weeks, three times a week for 2 hours) (Twice 
a year) 

Typing 1 (4 weeks, three times weekly for 2 hours — three times 
a year) 

Typing 11 (4 weeks, three times weekly for 2 hours — three times 
a year) 

Labor, Occupational Safety and Health Administration 

This course is designed to provide occupational safety and health 
training and education. Applicants from Federal agencies will be 
accepted on a space-available basis. Courses will be conducted at 
OSHA Training Institute, Chicago, Illinois. For information 
please call or write: Director, Office of Education, Occupational 
Safety and Health Administration, Department of Labor, 400 
First Street NW, Railway Labor Building, Washington, D.C. 
20210; phone (202) 961-5194 or code 110-5194. 

Occupational Safety and Health 

Labor, Office vf the Assistant Secretary for Administration 
and Management 

These courses are designed primarily for Department of Labor 
employees. However, applicants from other agencies will be ac- 
cepted on a space-available basis. For information please call or 
write, Chief, Division of Training and Employee Development, 
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OASAM, Department of Labor, 14th & Constitution Ave., NW, 
Washington, D.C. 20210. Phone (202) 961-2101 or code 110-2101. 

Human Side of Management 
Management Technique* for Supervisor* 

Navy, Capital Area Personnel Ser rices Office 

These programs are designed primarily for Department of the 
Navy employees. However, applicants from other agencies will be 
accepted on a space-available basis. For information about these 
programs, please call or write: Chief, Employee Development 
Division, Capital Area Personnel Services Office, Navy, Room 
1111, Ballston Towers #2, 801 N. Randolph Street, Arlington, 
Virginia 22203 ; (202) 692-4476/78. 

Ba*ic Employee Development for Personnel Specialists 
Basic Employee Relation* for Personnel Specialist* 

Basic Position Classification for Personnel Specialist* 

Basie Staffing and Placement for Personnel Specialists 
Instructional Method* 

Labor-Management Relation* Seminar for Personnel Specialists 

Presenting Information to Management 

Seminar for Equal Employment Opportunity Counselor* 

Seminar in Interviewing itud Counseling Techniques for Personnelists 
Training Institute for Recruiters 

Navy, Consolidated Civilian Personnel Office 

These courses, designed primarily for employees of Navy, are 
open on a space-available basis to other Federal employees. For 
information contact : Chief, Employee Development Division, Con- 
solidated Civilian Personnel Office, Department of Navy, Wash- 
ington Navy Yard, Washington, D.C. 20390. Phone: (202) 433- 
3160. 

Basic Office Skills Training 

Basic and Pre-Supervisory Development 

Effective Executive (Peter Druckcr) 

Effective Writing 

English Usage (Programmed Instruction) 

Instructional Method* 

Motivation and Productivity (Saul Gellerman) 

Orientation (New Employees) 

Personnel Management 
Pre«Retiremcnt Planning Seminar 
Reading Improvement (VICORE) 

Report Writing 

Secretarial Development 

Seminar for Summer Aids Supervisor* 

Shorthand (Beginners and Advanced) 

Supervisory Development (2nd Phase) 



Supervisor Training on Unninii Relations 
Typing, Remedial 
Typewriting Refresher 



Navy, !S aval Oceanographic Office 

These programs are designed primarily for U.S. Naval Oceano- 
graphic Oflice employees. However, applicants from other agencies 
will be accepted on a space-available basis. For information about 
these programs, please call or write: Career Development Di- 
vision, Civilian Personnel Management Oflice, Washington, D.C. 
20390, phone (202) 763-1470 or IDS Code 174-31470. 

Clerical mid Oflice Skills 

Bade Typing Workshop 
llnsir English Workshop 
Bolter Oflice Skills mid Service (BOSS) 

Dictation and Transcription Power 
Secretarial Technique* 

Advanced Secretarial Technique* 

Managerial and Supervisory 

EEO Awareness Symposium 

Effective Management for Women ill Government 
Effective Supervisory Leadership 
Personnel Management for Executives 
Supervisory Decision Making 

Other 

Retirement Planning Seminar 
Speaking and Listening 

Small Business Administration 

These courses are primarily, for employees of Small Business Ad- 
ministration. However, applicants from other agencies will be 
accepted on a space-available basis. For information about these 
courses, please write or call: Chief, Training Division, Small 
Business Administration, 8115 Fenton St., Silver Spring, Md. 
20910. Phone: (301) 495-4431 or Code 179-4431. 

Instructor Training 
Interviewing for Results 
Management Development 

Personnel Management for First* Level Supervisors 

State, Foreign Service Institute 

The following programs are designed primarily for Department 
of State employees. Applicants from other agencies will be ac- 
cepted on a space-available basis. For information about these 
programs, please call or write: Registrar, Foreign Service In- 
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stitute. Department of State, Washington. D.C. 20520. Phone (703) 
557-5410. 

Administrative Training 
Aron Studies 
Clerical Training 

Advanced Secretarial Practices and Procedures 
Uasic Communication* 

llasic Ofli ce Skills and Techniques Workshop 
Stenography 
Typewriting 
Communication Skills 
Kffective Writing 
Public Speaking 
Reading Improvement 
Consular Training 
Country Studies 

Frounmie and Commercial Training 
Executive Development 
Intensive Language Training 
Junior Officer Training 
Orientation 
Political Training 
Special Studies 
Wives Training 



Treasury, Internal Revenue* Service 

These courses are designed primarily for Internal Revenue 
Service employees in the Washington area. However, applicants 
from other agencies will be accepted on a space-available basis. 
For information about these courses please write or call: Miss 
Ruby Bennett, National Office Training Branch, Internal Revenue 
Service, 1111 Constitution Ave., NW., Room 1002, Washington, 
D.C. 20244. Phone (202) 964-3798 or code 184 extension 3798. 

Groggy Shorthand Theory Review Course (18 horns — Diamond Juliilcc 
Series) 

Shnrtlmnil Refresher Dictation Course (20 hours) 

Typewriter Refresher Trilining Course (20 hours) 

Treasury. Office of Personnel 

This course is designed primarily for Department of Treasury 
employees. However, applicants from other agencies will be ac- 
cepted on a space-available basis. The course is designed to pre- 
sent practical information to those planning for retirement. For 
information about this course, please write or call Mrs. Adrienne 
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Burch, Office of Personnel, Room 2428, Main Treasury Building, 
Washington, D.C. 20220. Phone (202) 964-5025 or code 184-5025. 

Ilelircnicnl I’luiining 

Veterans Administration 

The following programs are primarily for employees of the Cen- 
tral Office of the Veterans Administration, but applicants from 
other agencies will be accepted on a space-available basis. For 
information, please call or write: Mr. P. LeR. Loomis, Employee 
Relations and Training Division (055C), Veterans Administra- 
tion Central Office, 810 Vermont Avenue, N.W., Washington, 
D.C. 20420, Phone (202) 389-3101, or code 148-3101. 

Administrative* Communications Seminar 

Advanced Supervisory Management 

Basic Office Practices 

Basic Supervisory Practices 

Better Letters 

Better Letters Refresher 

Briefings and Presentations 

Conference leadership 

Intermediate Supervisory Management 

Secondary Supervisory Practices 

Seminar in Advunced Executive Management 

Scminur on Motivation nnd Unman Relations 

Shorthand Refresher 



The following programs are primarily for employees of the Veter- 
ans Administration Hospital, Washington, D.C., but applicants 
from other agencies will be accepted on a space-available basis. 
For information, please call or write: Mrs. Jacqueline A. Waters, 
Training Officer (135C), VA Hospital, 50 Irving St., N.W., Wash- 
ington, D.C. 20422. Phone (202) 483-6666, Ext. 405 or Code 159, 
Ext. 405. 

Advanced Medical Terminology 
Basic Medical Terminology 
Work Simplification 



APPENDIX 

U. S. Civil Services Commission 
Training Centers 



Region 

ATLANTA 
Center Director 
Atlanta Region 
Regional Training Center 
U.S. Civil Service Commission 
Merchandise Mart 
240 Peachtree Street, N.W. 
Atlanta, Georgia 30303 
Phone: (404) 52G-4177 

BOSTON 
Center Director 
Boston Region 
Regional Training Center 
U.S. Civil Service Commission 
Post Office & Courthouse Building 
Boston, Massachusetts 02109 
Phone: (617) 223-2669 

CHICAGO 

Center Director 
Chicago Region 
Regional Training Center 
U.S. Civil Service Commission 
610 South Canal Street 
Chicago, Illinois 60607 
Phone: (312) 353-2927 

DALLAS 

Center Director 
Dallas Region 
Regional Training Center 
U.S. Civil Service Commission 
1100 Commerce Street 
Dallas, Texas 75202 
Phone: (214) 749-3915 



Geographic Boundaries 

Alabama, Florida, Georgia, Ken- 
tucky, Mississippi, North Carolina, 
South Carolina, Tennessee. 



Connecticut, Maine, Massachusetts, 
New Hampshire, Rhode Island, 
Vermont. 



Illinois, Indiana, Michigan, Minne- 
sota, Ohio, Wisconsin. 



Arkansas, Louisiana, New Mexico, 
Oklahoma, and Texas; Swan Is- 
lands; Panama Canal Zone. 
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Region 

DENVER 

Center Director 
Denver Region 
Regional Training Center 
U.S. Civil Service Commission 
Building 20 

Denver Federal Center 
Denver, Colorado 80225 
Phone: (303) 234-2304 

NEW YORK 
Center Director 
New York Region 
Regional Training Center 
U.S. Civil Service Commission 
Federal Building 
26 Federal Plaza 
New York, New York 10007 
Phone: (212) 264-0460 

PHILADELPHIA 
Center Director 
Philadelphia Region 
Regional Training Center 
U.S. Civil Service Commission 
Customhouse 

Second and Chestnut Streets 
Philadelphia, Pennsylvania 19106 
Phone: (215) 597-4442 

SAN FRANCISCO 
Center Director 
San Francisco Region 
Regional Training Center 
U.S. Civil Service Commission 
Federal Building — Box 36010 
450 Golden Gate Avenue 
San Francisco, California 94102 
Phone: (415) 556-5738 



ST. LOUIS 
Center Director 
St. Louis Region 
Regional Training Center 
U.S. Civil Service Commission 
1520 Market Street 
St. Louis, Missouri 63103 
Phone: (314) 622-4274 



Geographic Boundaries 

Colorado, Montana, North Dakota, 
South Dakota, Utah, Wyoming. 



New Jersey, New York, Puerto 
Rico, Virgin Islands. 



Delaware, Maryland (except Mont- 
gomery and Prince Georges Coun- 
ties), Virginia (except Alexandria, 
Fairfax, and Falls Church Cities; 
Arlington, Fairfax, Loudoun, and 
Prince William Counties), West 
Virginia, and Pennsylvania. 



Arizona, California, Hawaii, and 
Nevada. Also includes the U. S. 
Territories of Guam, American 
Samoa, Canton, Wake, Johnston, 
and Midway Islands. Australia, 
Bonins, Burma, Fiji, Formosa, 
Hong Kong, Indonesia, Japan, 
Korea, Laos, New Zealand, Philli- 
pines, Ryukyus, Thailand, Trust 
Territories and Vietnam. 



Iowa, Kansas, Nebraska, Missouri. 
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Region 



SEATTLE 
Center Director 
Seattle Region 
Regional Training Center 
U.S. Civil Service Commission 
3079 Federal Office Building 
Seattle, Washington 98104 
Phone: (206) 442-4700 

CENTRAL OFFICE 



Geographic Boundaries 

Alaska, Idaho, Oregon, Washing- 
ton. 



Metropolitan area of Washington, 
D.C. (consists of the District of 
Columbia; Alexandria, Fairfax, 
and Falls Church Cities, Va.; 
Arlington, Fairfax, Loudoun, and 
Prince William Counties, Va.; and, 
Montgomery and Prince Georges 
Counties, Md.) 



The six (6) U.S. Civil Service Commission Training Centers located in 
Washington, D.C. are listed on page vi. 

For genera] information regarding training matters contact: 

Bureau of Training 
Training Assistance Division 
U.S. Civil Service Commission 
Washington, D.C. 20416 
Telephone: (202) 632-5660 or 632-6020 



EXECUTIVE SEMINAR 
CENTERS: 

BERKELEY EXECUTIVE 
SEMINAR CENTER 
U.S. Civil Service Commission 
2440 Bancroft Way (3rd Floor) 
Berkeley, California 94704 
Telephone: (415) 841-3547 (FTS) 
(415) 841-5121 (Cml.) 

KINGS POINT EXECUTIVE 
SEMINAR CENTER 

U.S. Civil Service Commission 
c/o U.S. Merchant Marine Academy 
Kings Point, New York 11024 
Telephone: (516) 482-8343 (FTS) 
(516) 487-4500 (Cml.) 

OAK RIDGE EXECUTIVE 
SEMINAR CENTER 

U.S. Civil Service Commission 
Broadway and Kentucky Avenues 
Ofck Ridge, Tennessee 37830 
Telephone: (615) 483-4708 (FTS) 
(615) 482-4933 (Cml.) 



FEDERAL EXECUTIVE 
INSTITUTE: 

FEDERAL EXECUTIVE 
INSTITUTE: 

c/o The Thomas Jefferson Inn 
Route 29, North 
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